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BOARD  POLICIES 


Mem,' 


to  the  person  using  this  book 


THIS  SET  OF  BOARD  POLICIES 
WILL  NEVER  BE  COMPLETE 


Other  statements  will  be  sent  to  you  from  time 
to  time.  Some  will  be  new  while  others  will  be 
amended  versions  of  pages  already  in  the  book. 
All  of  them  will  be  punched,  numbered,  and  dated. 

To  keep  your  book  up  to  date,  just  take  a  moment 
to  snap  the  new  sheets  in  it  the  day  they  arrive. 
Be  sure  to  destroy  the  page  when  you  add  its  re- 
placement. You  can  check  the  last  date  at  the 
bottom  of  each  page  to  make  sure  you  are  keep- 
ing the  newest  version. 

If  your  book  happens  to  get  out  of  date,  please 
check  with  the  Legal  Adviser's  office  so  that  you 
can  be  given  the  missing  pages. 
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BOARD  OF  EDUCATION 


POLICY  MAMJAL 


FOREWORD 


The  purpose  of  this  policy  manual  is  to  provide  a 
practical  instrument  of  government  for  the  schools.   It  reflects 
the  ideas  of  those  who  serve  the  school  system,  and  it  is  con- 
sistent with  school  law.  Furthermore,  it  embodies  principals 
and  procedures  supported  by  scientific  study  and  sound  educational 
experience.   Such  sound  principles  and  procedures  of  educational 
management  include  the  following: 

1.  It  is  the  function  of  this  policy  manual  to 
assemble  the  basic  policies  of  the  Board  of  Education  for  the 
management  of  the  schools  of  the  district.   The  aim  of  all  school 
law  and  of  these  policies  is  to  facilitate  instruction. 

2.  This  material  will  constitute  the  bylaws  or  the 
parliamentary  procedure  for  the  actual  operation  and  conduct  of 
the  Board  organization  and  meetings . 

3.  California  school  law  provides  for  considerable 
local  initiative  in  organizing  and  administrating  schools  to  meet 
the  needs  of  the  community.  Within  the  limits  set  by  state  law 
it  becomes  the  duty  of  the  San  Francisco  Board  of  Education  to 
establish  policies  for  the  conduct  of  the  public  schools  of 

San  Francisco.   Tliese  policies  for  the  management  of  the  schools 
are  determined  by  the  educational  needs  of  the  community,  the 
laws  of  learning,  human  relationships,  and  local  resources. 

h.      As  instruments  of  government.  Board  policies 
restrict  action  and  protect  rights.   They  must  define  and  estab- 
lish authority   However,  it  should  be  noted  that  school  work 
more  often  needs  the  support  of  knowledge  and  understanding  than 
of  authority  to  ^;uide  its  actions . 

5.   Properties,  business,  finance,  administration, 
supervision,  research,  and  guidance  are  but  means  and  methods. 
The  care  and  instruction  of  children  are  the  ends.  Because  of 
the  unified  nature  of  educational  service,  no  one  of  these 
functions  is  independent  of  the  others,  nor  are  those  engaged 
in  any  one  of  these  activities  more  or  less  important  than  any 
others.   Rather,  the  value  of  each  person  or  group  in  the  system 
depends  on  the  cooperation,  the  intelligence,  and  the  willingness 
with  which  that  person  or  group  serves  the  total  unified  system. 
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Policy  Manual 
FOREWORD  ( c  ont inued ) 

6.  Sound  policies  seek  to  make  authority  responsible  by 
establishing  purposes,  by  defining  functions,  by  setting  up  programs, 
by  outlining  procedures,  and  by  delegating  authority  to  off ices  or 
to  positions  and  not  to  persons. 

7.  It  is  the  purpose  of  this  manual  to  employ  the  prin- 
cipal of  government  by  law  and  to  limit  government  by  man.   To  this 
end  the  policies  provide  a  general  set  of  specifications  for  operat- 
ing the  schools. 

8.  Unity  of  effort  cannot  be  effected  by  use  of  authority 
alone,  nor  even  by  authority  backed  by  goodwill.   In  addition  to 
authority  and  goodwill  there  must  be  a  common  purpose  and  a  common 
and  clear  understanding.  Tlierefore,  it  is  the  purpose  of  this  manual 
to  provide  not  only  a  source  of  authority,  but  also  a  source  of 
information  and  viewpoints.   The  policies  include  information  as  to 
purpose,  plan,  and  method  in  all  the  school  services. 

9.  Responsible  authority  continuously  functions  upon  the 
basis  of  knowledge.   In  a  manual  establishing  organization  and 
authority,  it  is  important  to  facilitate  the  ready  flow  of  informa- 
tion throughout  the  organization. 

10.   To  be  vrorkable,  a  policy  manual  not  only  must  be  sound 
in  all  the  above  respects,  but  also  must  take  account  of  the  special 
ends  the  policies  are  to  serve,  the  types  of  people  who  are  to  use  . 
these  policies  J,  and  the  practical  circumstances  under  which  they 
must  be  used.  For  these  reasons,  policies  are  brief  and  contain 
no  legalistic  phrasing,  related  matters  are  together,  familiar 
titles  are  used  for  articles  and  sections,  and  an  adequate  system 
of  reference  is  provided  through  an  index.  Only  those  policies 
have  been  included  which  are  broad  enough  to  cover  a  variety  of 
cases  and  which  embody  principles  that  will  have  a  fair  degree  of 
permanence . 
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San  Francisco  Unified  School  District 
BOARD  OF  EDUCATION  POLICY  MANUAL 

INTERIM  REVISION:     August  10,   1976 


General  Index  •    Policies  of  the  San  Francisco  Board  of  Education 


Internal  Board  Operations  and  ByLaws 

General  Declarations  and  Policies  Affecting  the 
Administration  of  the  San  Francisco  School 
System 

Organi7.ation  of  the  Board,    Board  Meetings  and 
Board  Committees 

Formulation  of  Policies 

Formulation  of  Administrative  Regulations 

Chief  Administrator  and  Appointment 

Administrative  Council 

Responsibility  of  Chief  Administrator 

Organization  and  Operation  of  School  System 

Conflict  of  Interest 

Code  of  Ethics 

Advisory  Committees  Established  by  the 
Board  of  Education 


PUO 

P120 

P150 
P152 

P154 

P160 
P170 
P180 
P190 


IMPORTANT 
This  Interim  Revision  incorporates   Board 
of  Education  resolutions  adopted  up  to  and 
including  August  10,    1976. 
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ARTICLE  1  -   COMMUNITY  RELATIONS 
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School  by  Outside  Sources 
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INTEPvNAL  BOARD  OPERATIONS  AND  BYLAWS 


SECTION 


GENERAL  DECLARATIONS  AND  POLICIES 
AFFECTING  THE  ADMINISTRATION  OF  THE 
SAN  FR/iN  CISCO  SCHOOL  SYSTEM 


Page   1      of     1 
Date:    , 


1.  The  Board  of  Education  recognizes  the  California 
Constitution  and  Education  Code,    the  California  State  Board  of 
Education  Regulations,    and  the  Charter  of  the  City  and  County 
of  San  Francisco  as  sources  of  its  authority  to  establish  and 
conduct  a  prograna  of  education  within  the  San  Francisco  Unified 
School  District,    and  anything  contained  herein  which  is  incon- 
sistent with  these  sources  shall  be  void. 

2.  The  policies  are  designed,    first,    to  express  the 
Board's  interpretation  of  its  duties  under  the  law^,    and  second, 
to  provide  its  officers  and  employees  with  an  authoritative  plan 
of  organization  and  procedures  as  the  chief  instrument  of  control 
for  the  conduct  of  the  schools. 

3.  Section  134  of  the  San  Francisco  City  and  County 
Charter,    reads  as  follow^s: 

"BOARD  OF  EDUCATION 

Section  134.     All  of  the  public  schools  of  the  school 
district  of  the  city  and  county  shall  be  under  the 
control  and  management  of  a  board  of  education, 
composed  of  seven  commissioners,    who,    commencing 
with  a  special  nnunicipal  election  to  be  consolidated  with 
the    direct  prim-ary  in  1972,    shall  be  elected  at  large 
by  the  voters  of  the  city  and  county  and  who  shall 
be  subject  to  recall,    and  to  suspensions  and  renaoval 
in  the  same  nnanner  as  elective  officers,    as  provided 
by  this  charter.      The  compensation  of  each  member 
shall  be  one  hundred  ($100)  per  month.     Vacancies 
occurring  on  said  board  shall  be  filled  by  the  Mayor 
for  the  unexpired  term.   " 


HISTORY /AUTHORIZATION 

Adopted:       1963 

Amended:     Passage  of  Proposition  S,    General  Municipal  Election, 
November  2,  1971 
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1.  Rules  of  Organization 

1. 1         These  rules  shall  govern  the  order  of  business  of  the 

Board  of  Education  and  shall  constitute  policy  of  the  Board. 

2.  Suspension  of  Rules 

2.1       These  rules  may  be  suspended  by  the  vote  of  five  members 
of  the  Board. 

3.  Amendments  to  Rules 


3.1  Proposed  amendments  to  these  rules  shall  be  referred 
to  the  Goals,  Rules  and  Legislation  Sub- committee  for 
recomraendation  to  the  Board. 

4.  Parliamentary  Authority 

4.1  On  any  question  or  point  of  order  not  contained  in  these 
Rules  the  Board  shall  be  governed  in  its  parliamentary 
actions  by  Robert's  Rules  of  Order   (newly  revised). 

5.  Organization  and  Election  of  President  and  Vice  President 

5.1       At  the  first  regular  meeting  in  January  of  every  year,    the 
newly  elected  and  continuing  members  of  the  Board  of 
Education  shall  meet  in  regular  session  and  elect  by 
majority  vote  one  of  their  members  as  president  for  a 
one-year  term.     In  like  manner,    a  vice  president  shall  be 
elected, 

6.  Regular  Meetings  of  Board 

6.1        The  Board  of  Education  shall  mieet  in  regular  session  on 

the  second  and  fourth  Tuesday  of  each  nnonth  at  7:00  p.m., 
in  the  Board  chambers  at  170  Fell  Street,    Roonn  30,    and 
shall  adjourn  no  later  than  11:00  p.m.  ,    upon  connpletion 
of  the  item  under  discussion. 
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6.  2       The  first  and  third  Tuesday  of  each  month  shall  be 

reserved  for   Board  of  Education  Special  Meetings, 
Committee -of -the -Whole  Meetings,    and  Sub-committee 
Meetings  and  shall  include  public  hearings  on  future 
agenda  items.     Public  hearings  will  be  held  from  7:00 
p.m.    to  no  later  than  11:00  p.m.,    upon  completion  of 
the  item  under  discussion. 

6.3  Meetings  may  be  held  at  a  school  site  on  a  naajority  vote 
of  the  Board  of  Education. 

6.4  In  the  event  it  beconnes  necessary  the  Board  may,    at  any 
time  during  the  nneeting,    reconvene  in  Nourse  Auditorium. 

7.  Special  Meeting    of  Board 

7.  1        Special  meeting  of  the  Board  of  Education  may  be  called 

by  four  members  or  on  call  of  the  President.     Only  those 
itenas  for  which  the  special  meeting  was  called  shall  be 
considered. 

8.  Executive  Sessions   (closed  meetings) 

8.1        The  Board  of  Education  may  convene  in  Executive  Session 
to  consider   salary  negotiations,    personnel,    and  legal 
matters  pursuant  to  provisions  of  the  Brown  Act. 
(Government  Code  54950-54961) 

9.  Committee-of-the- Whole 


9.1        The  Board  of  Education  may  convene  as  a  Committee-of- 
the- Whole  to  consider  only  such  itenns  as  it  nnay 
designate.      The  Vice  President  shall  preside  over  the 
Committee-of-the- Whole.      The  Conamittee-of- the- Whole 
may  here  public  testimony  and  discuss  an  issue  but  no 
action  can  be  taken  until  the  Board  convenes  in  regular  or 
special  session. 
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10.  Sub- Committee  Meetings 

10.1      Six  sub-committees  of  the  Board  of  Education  shall  be 
established.      They  shall  be  designated  as: 

Budget  and  Finance 

Buildings,    Grounds  and  Services 

Community  Relations  and  Integration 

Curriculum  and  Instructional  Support 

Personnel  and  Evaluation 

Goals,    Rules  and  Legislation 

10.  Z      Each  sub-committee  shall  be  assigned  a  chairman  and 
two  members  shall  meet  only  when  considering  matters 
referred  to  sub-committee  by  a  vote  of  four  Boarjd 
members  in  regular  session  or  referred  by  the  Board 
President. 

10.  3      Committee  recommendation    shall  be  transmitted  to  the 

Superintendent  for  his/her  review  and  recommendation,    to  be 
submitted  to  the  Board  of  Education  for  consideration 
within  a  reasonable  period  of  time. 

11.  Quorum 

11,1       A  quorum  for  meetings  of  the  Board  shall  consist  of  at 
least  four  members. 

11.  2      A  quorum  for  sub- committee  meetings  shall  consist  of  at 

least  two  of  the  designated  members  of  the  respective 
committee. 

12.  Notice  of  Board  Meetings 

12.1  All  regular  meetings  will  be  announced  at  least  48  hours 
prior  to  meetings. 

12.2  All  special  meetings.    Committee- of- the- Whole,    and 
sub-committee  meetings  of  the  Board  shall  be  publicly 
announced  at  least  24  hours  prior  to  the  convening  of  such 
meetings. 
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12,3  The  Board  may  during  a  regular  or  special  meeting  on 
a  vote  of  four  members  convene  in  executive  session 
to  discuss  matters  pursuant  to  provision  of  the  Brovm  Act, 

13.   Order  of  Business 

13.1  The  order  of  business  of  the  Board  shall  be  as  follows: 

Roll  call  and  Pledge  of  Allegiance 

Approval  of  Board  Minutes 

Special  Order  of  Business  # 

Superintendent's  Reports 

Instruction  resolutions 

Finance  resolutions 

Buildings,  Grounds  and  Services  resolutions 

Personnel  resolutions 

Legal  resolutions 

Superintendent's  Proposals  -  First  Reading  * 

Board  Members'  Proposals  -  First  Reading   * 
(presented  in  alphabetical  order  with  author's  name) 

Superintendent's  Proposals  -  Held  for  action  and  speaker  cards 
(listed  ad  seriatim) 

Board  Members'  Proposals  -  Held  for  action  and  speaker  cards 
(listed  ad  seriatim  with  author's  name) 

Committee  Reports 

Superintendent's  and  Board  Members'  Education  Information  Items 

School  Community  Organizations  ** 

Zone  Councils,  PTA,  Employee  groups,  etc. 

Individuals  ** 

Requests  to  speak  *** 

#  Significant  items  to  be  determined  by  the  Superintendent  and 
the  President  of  the  Board,  provided,  the  Board  by  its  own 
action  can  move  a  special  order  of  business 

*  To  be  held  over  to  next  meeting  pursuant  to  Paragraph  15.4 

**  Request  to  speak  on  matters  not  on  the  agenda  pursuant  to 
Paragraph  14.2 

***  Individual  speakers'  cards  held  over  from  previous  meeting 
shall  be  the  first  called 
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14.  Addressing  the  Board 

14.1      Each  person  requesting  to  address  the  Board  on  agenda 
items  calendared  for   Board  action  shall  be  granted  such 
requests  provided  a  "Request  to  Speak"  card  is  filled  out 
and  presented  to  the  Secretary  of  the  Board  prior  to  the 
meeting. 

14.  2     The  privilege  of  addressing  the  Board  on  matters  other 
than  those  calendared  for   Board  action  shall  be  extended 
to  individuals  or  representatives  of  school-community 
organizations  provided  a  "Request  to   Speak"  card  is 
filled  out  and  presented  to  the  Secretary  of  the  Board 
prior  to  the  meeting. 

14.3     Substitution  of  speakers  will  not  be  permitted  unless 

designated  alternate  is  listed  on  the  "Request  to  Speak" 
card. 

14.  4     Maximum  tirne  allowed  each  speaker  is  three  minutes. 

14.  5     A  speaker  shall  be  ruled  out  of  order  if  he/she  fails  to 
speak  on  the  subject  matter  for  which  the  privilege  of 
the  floor  was  granted. 

14.  6     Tirne  for  debate  may  be  limited  by  two-thirds  vote  of 
the  Board  of  Education  for  an  agenda  item. 

15.  Parliamentary  Procedure 

15.1      Discussion  by  Board  members  or  speakers  on  resolutions 
which  are  properly  before  the  body  for  action  shall  be 
limited  to  those  which  are  duly  moved  and  seconded. 
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15,  2     Discussion  on  a  motion  shall  be  gernaane. 

15.  3      The  Board  may  by  a  two-thirds  vote  of  those  present, 

limit  or  close  its  debate,    provided  that  the  maker  of  the 
motion  and  an  opponent  to  the  motion  are  granted  equal 
time  for  closing  comments. 

15.  4     Debate  or  action  on  Board  member  resolutions, 

committee  recommendations,    and  Superintendent's 
proposals,    upon  being  duly  moved  and  seconded,    shall 
be  held  on  calendar  to  the  next  regularly  scheduled 
meeting  of  the  Board. 

15.  5      The  Board  by  a  vote  of  five  members  may  declare  a 

matter  an  emergency.     Such  emergency  matters  may  be 
considered  and  voted  on  immediately  provided  that 
reasonable  opportunity  is  given  for  public  testimony 
without  the  necessity  for  "Request  to  Speak"  cards. 

16.      Pow^ers  and  Duties  of  Board  Officers 

16.1      The  President  shall  preside  at  all  regular  and  special 
meetings  of  the  Board. 

16.  2     The  President  shall  conduct  a  roll  call  vote  on  all  motions 

presented  to  the  Board  and  shall  announce  the  vote  of 
the  Board. 

16.  3      The  President  shall  appoint  the  membership  of  all  sub- 
committees and  their  chairperson.     He/She  shall  designate 
Board  members  to  represent  the  Board  of  Ecucation  at 
various  conferences,    conventions  and  organizations. 

16.  4     The  President  naay  appoint  student  representatives  to 
participate  in  Board  discussion. 

16.  5     In  the  absence  of  the  President,    the  Vice  President  shall 
be  designated  to  perform  all  the  duties  of  the  President. 
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16.6      The  Superintendent  shall  serve  ex-officio  as  Secretary 
of  the  Board.     He/She  shall  conduct  the  official 
correspondence  of  the  Board  of  Education.     He/She  shall 
act  as  custodian  of  the  records  of  the  Board  of  Education. 
He/She  shall  notify  all  members  of  special  meetings  and 
shall  furnish  such  other  notices  as  required  by  law  or  by 
Board  regulation. 


17.      Conduct 

17.1      Pursuant  to  Government  Code  Section  54957.9,    the 

President  may  order  the  Board  meeting  room  cleared 
if  violence  or  verbal  harassment  disrupts  the  orderly 
process  of  a  meeting. 

17.  2      Cardboard,   paper  or  cloth  placards  may  be  brought  into 
the  Board  meeting  room  only  if  they  are  not  larger  than 
3'x3'  and  have  no  wood,    metal  or  other  type  of  holding 
device. 

17.  3      Defamatory  or  abusive  personal  remarks,    charges  or 
complaints  against  an  officer  or  employee  of  the  school 
department  shall  be  out  of  order. 

17.  4     Charges  or  complaints  against  an  officer  or  any  employee  of 
the  school  district  shall  be  in  writing  and  signed  by  the 
person  making  the  charge  and  submitted  to  the  Legal 
Adviser  of  the  Board.     There  shall  be  no  public  discussion 
of  such  matters  unless  the  employee  involved  requests  a 
public  meeting  of  the  Board. 

17.  5     Smoking  is  prohibited  at  meetings  of  the  Board. 


HISTORY /AUTHORIZATION 

Adopted:     Resolution  #45-28A10,    as  amended  by  Resolutions  #45-28All,    A12, 

A13   (Effective  September  1,    1974) 
Amended:  Resolution  #49-10All,    September  24,    1974 

Amended:  Resolution  #510-28A9,    November  11,    1975  ■ 

Amended:      Resolution  #62-24  Sp  1,    as  amended, by  62-24  A3,    A9,    All  and  A  12,2/2l+/7  S 
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1.  Powers  and  Duties  of  Board.     In  conformity  with 
its  interpretation  of  its  powers  and  duties  under  the  law,    the 
Board  of  Education  assumes  full  responsibility  for  the  general 
control  and  direction  of  the  schools  of  the  district. 

In  order  to  carry  out  its  responsibility  for  general 
control  and  direction  of  the  schools,    it  will  be  the  purpose  and 
practice  of  the  Board  to  function  as  follows: 

a.  Determine  broad  general  policies,    plans, 
and  procedures  to  guide  its  officers  and 
employees. 

b.  Establish  and  keep  under  continuous  revision 
an  administrative  framework  by  which  authority 
and  responsibility  for  services  w^ill  be  defined 
and  by  which  the  residence  and  flow  of  authority 
will  be  determined. 

c.  Deliberate  with  its  chief  executive  officer  upon 
matters  initiated  by  its  ow^n  members  and  grant 
or  w^ithhold  its  approval  of  proposals  brought 
before  it  by  its  executive  officer  by  application 
of  the  principle  of  pre-audit. 

d.  Evaluate  and  criticise,    and  by  veto,    correct 

and  revise  policies  and  actions  as  need  may  arise. 

2,  Functions  and  Services.     In  its  exercise  of  control 
and  direction  over  the  school  system,    and  in  conformity  with  the 
principles  of  sound  government,    the  Board  recognizes  the  following 
services  or  functions  within  the  school  system: 

a.  Legislative  service  -  to  be  performed  by  the 
Board  with  the  aid  of  its  chief  executive,  the 
Superintendent  of  Schools. 

b.  Administrative  service  -  to  be  perfornned  by 
executives  throughout  the  system  and  unified 
under  the  Superintendent  of  Schools. 
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c.  Instructional  service  -  to  be  performed  by- 
teachers,    supervisors,    student  personnel 
workers,    librarians,    and  curriculum  workers, 
supported  by  administrative  and  other  certif- 
icated employees  and  their  assistants. 

d.  Fact  finding,    interpretation  and  planning  service  - 
to  be  perforraed  by  research  workers  and  as  a  phase 
of  their  work  by  each  and  all  who  are  engaged  to 
serve  in  the  school  system, 

e.  Legal  service  -  to  be  performed  by  the  Legal 
Adviser. 

f.  Operating  and  maintenance  service  -  to  be 
performed  by  a  business  staff  including  engineers, 
technicians,    accountants,    and  others  under  the 
direction  of  the  Superintendent. 

g.  Secretarial  and  clerical  service  -  to  be  performed 
by  secretaries,    clerks,    accountants,    and  others 
under  the  direction  of  their  respective  adminis- 
trative superiors. 

3.       Control  and  Direction.     In  the  performance  of  these 
several   types  of  services,    the  Board  recognizes  the  need  of  two 
types  of  control  and  directing  activity,    the  one,    impersonal  and 
objective  and  effected  through  law^s,    regulations  and  authorizations; 
the  other,    personal  and  discretionary  and  effected  through  officers 
and  employees  to  whom  authority  may  be  delegated  by  the  Board 
through  its  authorizations  and  regulations  or  by  the  Superintendent 
of  Schools. 

Control  by  law  will  be  effected  through  state  laws  and 
regulations  and  through  Board  policies,    regulations,    resolutions, 
decisions,    and  enactments,    and  may  be  in  the  form  of  written  words 
or  in  the  nature  of  charts,    calendars,    schedules,    forms,    maps  or 
diagrams;  all  such  authorizations  by  law,    whether  general  or 
special,    shall  stand  as  authority  under  the  Board  of  Education  until 
changea  or  until  they  expire  or  are  repealed. 
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By  state  law  and  regulations,    authority  and 
responsibility  for  the  conduct  of  the  schools  of  this  district 
are  vested  in  the  Board  of  Education.      The  authority  and  res- 
ponsibility are  accepted  and  assumed  by  the  Board. 

The  Board  purposes  to  exercise  general  control 
over  the  school  system  by  the  establishment  of  policies,    plans, 
programs  and  procedures;  by  enacting  such  special  instruments 
of  control  as  may  be  required;  by  enacting  such  continuous 
legislation  as  is  necessary  in  the  conduct  of  these  schools;  and 
by  evaluating  the  effectiveness  of  its  acts,  policies,    officers  and 
employees. 

The  Board  shall  establish  and  enforce  all  policies 
necessary  for  the  government  and  efficiency  of  the  schools  and 
for  carrying  the  school  program  into  effect. 
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The  Superintendent  shall  have  the  power  to  naake  such 
regulations  and  to  give  such  instructions  as  may  be  necessary 
to  give  effect  to  this  manual  and  to  any  other  regulatory 
instruments  authorized  by  the  Board;  in  all  other  matters  with- 
in the  jchool  law^  and  not  provided  for  in  Board  policies  or 
through  administrative  regulations  or  instructions,    he/she  shall 
have  discretionary  pow^er. 

The  Superintendent  shall  prepare  and  direct  the  use 
of  such  special  regulations  or  instructions  as  may  be  required 
to  make  the  Board's  policies   effective  in  the  management  of 
the  schools.     Such  special  administrative  regulations  and 
instructions  shall  be  used  to  govern  custodial  service,    school 
publications  and  publicity,    preparation  of  budget  estimates, 
and  other  naatters  as  the  Superintendent  may  decide. 
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CHIEF  ADMINISTRATOR  AND  APPOINTMENT 

The  Board  accepts  and  establishes  the  office  of  Superin- 
tendent of  Schools  as  that  of  chief  executive  officer  of  the  Board, 
and  delegates  to  this  office  all  administrative  authority  within  its 
power,    except  that  having  to  do  with  the  Superintendent's  own 
appointment  or  dismissal,    or  as  otherwise  especially  provided  in 
this  manual.      This  delegation  of  authority  carries  with  it  the 
responsibility  for  the  proper  use  of  such  authority. 

ADMINISTRATIVE  COUNCIL 

The  Superintendent  shall  have  the  authority  to  maintain 
and  use  an  administrative  council  composed  of  the  Assistant  to  the 
Superintendent,    Deputy  Superintendents,    Associate  Superintendents, 
Assistant  Superintendents,    and  such  other  personnel  as  the 
Superintendent  may  appoint.      The  purpose  of  the  council  shall  be 
to  discuos  critically  ideas  related  to  the  welfare  of  the  schools,    to 
help  solve  problems  of  authority  and  responsibility,    to  coordinate 
the  activities  of  the  entire  school  system,    and  to  develop  over-all 
and  long  term  plans  for  the  schools. 

RESPONSIBILITY  OF  CHIEF  ADMINISTRATOR 

All  official  information  concerning  the  public  schools  shall 
be  issued  by  the  Superintendent  of  Schools. 

The  Superintendent  shall  represent  the  schools  before  the 
public  and  it  shall  be  his/her  duty  to  see  not  only  that  the  public 
understands  its   schools,    but  also  that  the  schools  understand  the 
public,    all  to  the  end  that  a  sound  moral  may  be  developed  and 
maintained  within  the  staff  and  that  the  schools  naay  be  kept  close 
to  the  people  who  use  and  support  them. 
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1.  Purpose  and  Nature  of  Organization.      The  purpose 
of  organization  is  to  define  and  arrange  the  responsibilities  of 
employees  for  the  performance  of  a  unified  school  service  and  to 
assign  and  provide  for  the  residence,    use,    and  flow  of  the  authority 
essential  to  the  proper  performances  of  duties  assigned;  the  auth- 
ority of  any  position  created  by  the  Board  of  Education  shall  be 
regarded  as  limited  and  specific  with  reference  to  the  proper 
performance  of  the  duties  of  that  position;  and  no  authority  shall 

be  granted  to  any  individual  as  a  person,    but  only  to  the  officer 
or  employee  as  a  public  servant. 

The  school  staff  shall  be  a  single  unified  body, 
organized  under  the  policies  of  the  Board  of  Education  and  directed 
by  the  Superintendent  of  Schools  as  the  executive  officer  of  the 
Board  of  Education. 

Organization  of  the  staff  shall  be  arranged  on  a 
functional  basis  according  to  education  need  and  practical  circum- 
stances,   but  assignment  to  duties  that  cross  functional  lines   shall 
in  all  cases  carry  responsibility  for  full  recognition  of  such  lines 
in  the  performance  of  duties. 

The  placeiTient  and  flow  of  authority  as  indicated  in  the 
'•'^organization  chart  as  here  set  forth,    or  as  it  may  be  revised, 
shall  be  interpreted  in  the  light  of  this  naanual. 

2.  Major  Administrative  Divisions  of  the  School  Systemi. 
Under  the  administrative  direction  of  the  Superintendent,    the 
school  system  shall  be  divided  for  operational  purposes  into  two 
major  offices  to  be  known  respectively  as  the  Office  of  Instruction 
and  the  Office  of  Management. 


a. 


*See  P2301 


The  Office  of  Instruction  shall  comprise  all 

personnel,    materials,    and  activities  directly 

concerned  with  the  care  and  instruction  of  those 

eligible  to  receive  instruction  in  the  public 

schools;  its  functions  shall  be  to  develop  and 

present  for  Board  action  such  policies,    plans, 

programs  and  procedures  as  may  be  essential  in 

the  conduct  of  the  educational  service  and  to 

carry  on  all  the  administrative,    supervisory, 

teaching,    health  care,    and  other  services 

essential  to  instruction. 
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b.       The  Office  of  Management  shall  be  in  charge 
of  properties  and  of  business  activities  and 
records,    together  with  their  development,    care 
and  operation;  the  conduct  of  the  school  business 
shall  be  guided  by  laws,    by  principles  of  economy, 
and  by  the  educational  policies,    plans,    and 
working  procedures  of  the  Office  of  Instruction. 

3,       Line  of  Responsibility.      The  administrative  personnel, 
authority,    and  services  concerned  with  the  school  system  as  a  whole 
or  with  one  or  more  of  its  major  divisions  of  service  shall  be  known 
and  referred  to  as  the  Central  Administration  of  the  school  system. 

The  function  of  the  Central  Administration  shall  be 
to  plan  for  and  control,    coordinate,    supervise,    and  direct  the 
school  system  as  a  unified  enterprise  in  terms  of  purposes, 
policies,    plans,    procedures,    and  programs  authorized  by  the  Board 
of  Education. 


The  Central  Administration  staff  shall  include  the 
Superintendent  of  Schools  as  its  administrative  head,    all  deputies, 
associate  superintendents,    assistant  superintendents,  coordinators, 
directors,    supervisors,    and  the  legal  adviser,    together  with  such 
technical,    secretarial  and  clerical  assistants  as  may   be  required 
by  these  officers. 

The  Superintendent  of  Schools  shall  direct  the 
Central  Acministration  and  through  it  exercise  general  control  and 
oversight  over  the  school  system  in  all  its  parts.      This   supervision 
shall   not  prohibit  the  right  to  appeal  to  the  Board  of  Education  by 
any  employee  or  other  person  or  group  of  persons. 

A.      Office  of  Instruction.      The  Office  of  Instruction 

shall  be  administered  by  a  deputy  superintendent. 
He/She  shall  have  an  innmediate  staff  as  well  as 
the  Office  of  Instructional  Services,    which  will 
be  administered  by  an  associate  superintendnet. 
The  Office  of  Instructional  Services   shall  be 
organized  into  four  divisions:     Elementary, 
Secondary,    Instructional  Support  Service,    and 
Professional  and  Pupil  Personnel  Service.     An 
assistant  superintendent  will  be  in  charge  of  each 
division. 
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(1)  The  Assistant  Superintendent,    Elementary- 
Division,    will  have  the  direct  responsibility 
for  the  elementary  principals.     He/She  will 
also  have  two  supporting  departnaents : 
Elementary  and  Children's   Centers.      The 
Children's   Centers  department  will  have 
subordinate  sections. 

(2)  The  Assistant  Superintendent,    Secondary 
Division,    will  have  the  direct  responsibility 
for  the  secondary  principals.     He/She  will 
also  have  a  supporting  Secondary  Department. 

(3)  The  Assistant  Superintendent,    Instructional 
Support  Services  Division  will  have  respon- 
sibility for  the  following  departments: 
Beading/ Library;   Bilingual/ Bicultural;  Health 
Environmental,    and  Homemaking;  Academic 
Support;  Physical  Education/Recreation. 
These  departments  may  have  subordinate 
sections. 

(4)  The  Assistant  Superintendent,    Professional  and 
Pupil  Personnel  Service  Division,    will  be 
responsible  for  the  following  departments: 
Pupil  Service;   Certificated  Personnel;  Special 
Education;   Community  Relations;  and  Inte- 
gration.     The  departments  may  have  subordinate 
sections. 

B.      Office  of  Managemient.      The  Office  of  Management 
shall  be  administered  by  a  Deputy  Superintendent. 
He/She  shall  have  an  immediate  staff  as  well  as  the 
Office  of  Management  Services,    which  will  be  adminis- 
tered by  an  Associate  Superintendent.      The  Office  of 
Managennent  Services   shall  be  organized  into  the 
following  departments:     Budget  and  Finance;   Facilities 
Planning;  Maintenance  and  Operations;   Field  Act 
Relocation,    Transportation  and  Reproduction; 
Classified  Personnel;   Legislation;   Food  Services;  Data 
Processing;  and  Supplies  and  Audiovisual.      The  depart- 
ments may  have  subordinate  sections. 
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C,      Relationship  to  City  and  County  agencies.      In 
carrying  out  the  school  district  program,    the 
services  of  the  City  Architect,    Director  of 
Property,    Director  of  Public  Works  and  the 
Purchaser  of  Supplies  of  the  City  and  County 
of  San  Francisco  may  be  utilized  if  such 
services  are  not  provided  within  the  school 
district.     In  such  capacities,    these  heads  of 
the  several  city  and  county  departments  shall 
serve  as  agents  for  the  school  district. 


Adopted 
Revised 
Revised 
Revised 
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WHEREAS:  The  PoUtical  Reform  Act  of  1974, 

California  Government  Code  - 
Section  81000,    requires  the  San  Francisco  Unified  School 
District  to  adopt  a  Conflict-of-interest  Code,    which  shall 
apply  to  all  governing  board  members  and  designated 
employees  of  this   school  district,    as  specifically  required 
by  California  Government  Code  Section  87300. 

RESOLVED:  That  the  attached   Conflict  of  Interest 

Code  be  hereby  adopted  as  the  Conflict 
of  Interest  Code  for  the  San  Francisco  Unified  School  District. 

FURTHER  RESOLVED:       That  the  titles  of  San  Francisco  Unified 

School  District  employees  who  exercise 
disc  retion  in  purchasing  of,    or  awarding 
contracts  for,    goods  and  services  are  to 
be  incorporated  in  Paragraph  III,     Desig- 
nated Employees,    of  the  Conflict  of 
Interest  Code. 
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SAN  FRANCISCO  UNIFIED  SCHOOL  DISTRICT 
CONFLICT  OF  INTEREST  CODE 

I- 

Adoption 

In  corr.pliance  with  the  Political  Reform  Act  of  1974,    California 
Government  Code  Section  81000,    etc.    eeq.  ,    this  school  district 
hereby  adopts  this   Conflict-of-interest  Code,    which  shall  apply- 
to  all  governing  board  members  and  designated  enaployees  of  this 
school  district,    as   specifically  required  by  California  Government 
Code  Section  87300. 

II. 
Application 

This   Conflict-of-interest  Code  is  applicable  to  all  designated 
employees  of  the  school  district,    including  governing  board  naenabers, 
who  hold  positions  which  involve  the  making,    or  participation  in  the 
making,    of  decisions  which  may  foreseeably  have  a  material  effect 
on  any  financial  interest.     All  persons  who  hold  the  positions 
specifically  enumerated  in  the  following  paragraph  shall  comply  with 
the  provisions  of  this  code  and  are  designated  employees. 

III. 
Designated  Employees 

This  code  is  applicable  to  governing  board  members,    the  superin- 
tendent,   deputy  superintendents,    associate  superintendents, 
assistant  superintendents,    directors,    coordinators,    administrators, 
managers,    district  librarians,    consultants,    supervisors,    adminis- 
trative assistants,    controllers,    purchasing  agents,    principals,    and 
any  other  employees  who  exercise  discretion  in  purchasing  of,    or 
awarding  contracts  for,    goods  and  services.     Designated  employees 
include  but  are  not  linaited  to,    the  following: 

Superintendent 

Deputy  Superintendent,    Managenaent  Serv, 

Deputy  Superintendent,    Instr.    Services 

Associate  Supt.    Instruction 

Associate  Supt. ,    Admin,   of  Services 
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Legal  Adviser 

Assistant  Superintendent,    Secondary  Division 
Assistant  Superintendent,    Instructional  Support  Services 
Assistant  Superintendent,    Professional  and  Pupil  Personnel 
Assistant  Superintendent,    Elementary  Division 
Employee  Relations  Officer 
Affirmative  Action  Officer 

Director,    Federal/State  Funded  Programs 
Director,    Facilities  Planning 
Director,    Special  Education 
Director,    Bilingual  Education 
Director,    Budget  Planning 

Director,    Career  and  Occupational  Preparation 
Director,    Integration 

Director,    Instructional  Support  Services 
Director,    Health  and  Homemaking 
Director,    Reading  Program 
Director,    Children's   Centers 
Director,    Physical  Education 

Director,    Building  Utilization,    Administration  of  Services 
Supervisor,    Federal/State  Funded  Programs 
Supervisor,    Community  Relations 
Supervisor,    Inservice  Education 
Supervisor,    Supplies 

Supervisor,    Teacher   Learning  Center 

Supervisor,    Relocation,    Transportation  and  Reproduction  Division 
Teachers  who  exercise  discretion  that  may  have   a  material  effect 
on  any  financial  interest. 

Disclosure  Statement  -   Filing 

Each  designated  employee,    including  Commissioners  of  the  Board, 
shall  file  a;i  annual  statement  disclosing  reportable  investments, 
interests  in  real  property  and  income.     An  investment,    interest 
in  real  property  or  income  shall  be  reportable  if  the  business  entity 
in  which  the  investment  is  held,    the  interest  in  real  property  or  the 
income  or  source  of  inconne  may  foreseeably  be  affected  materially 
by  any  decision  made  or  participated  in  by  the  designated  ennployee 
by  virtue  of  his  position    . 
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Statements  shall  be  filed  by  each  designated  employee  within  30 
days  after  the  effective  date  of  this   Conflict-of-interest  Code  and 
annually  thereafter.     New  designated  employees  shall  file  state- 
ments not  less  than  ten  days  before  assuming  office,    unless  an 
earlier  assumption  is  required  by  emergency  circumstances. 
(California  Government  Code  Section  87302(b)   ) 

The  statement  shall  be  filed  with  the  school  district,    which  shall 
make  and  retain  a  copy  and  forward  the  original  to  the  code  reviewing 
body.      (The  code  reviewing  body  is  the  board  of  supervisors  of  the 
county  in  which  the  school  district  is  located  if  the  district  is 
located  entirely  in  one  county,    and  is  the  Fair  Political  Practices 
Commission  for  school  districts  with  jurisdiction  in  more  than  one 
county:     Government  Code  Section  82011). 

V. 
Disclosure  Statement  -   Contents 

Three  categories  of  financial  interest  must  be  reported:     Investments, 
interests  in  real  property,    and  income.      (See  Informational 
Directive  #8  for  definitions  of  these  interests.  ) 

A.      Investment  or  Interest  in  Real  Property 

When  an  investment  or  interest  in  real  property  is  required  to 
be  disclosed,    the  statement  shall  contain  the  foUow^ing: 

1.  A  statement  of  the  nature  of  the  investment  or  interest. 

2.  The  name  of  the  business  entity  in  which  each  investment 
is  held  and  a  general  description  of  the  business  activity 
in  v/hich  the  business   entity  is  engaged. 

3.  The  address  or  other  precise  location  of  the  real  property. 

4.  A  statement  whether  the  fair  naarket  value  of  the  real 
property  invested  in  exceeds  ten  thousand  dollars   ($10,  000) 
and  whether  it  exceeds  one  hundred  thousand  dollars 
($100,  000).      This  information  need  not  be  provided  with 
respect  to  an  interest  in  real  property  which  is  used 
principally  as  the  residence  of  the  filer. 
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B. 


I 


In  the  case  of  an  investment  which  constitutes  50%  or   more 
of  the  o'wnership  interest  in  a  business   entity,    disclosure 
of  the  investments  and  interests  in  real  property  of  the 
business  entity. 

If  the  property  or  investment  ■was  partially  or  wholly 
acquired  or  disposed  of  during  the  period  covered  by  the 
statement,    the  date  of  acquisition  or  disposal. 


Income 


When  income  is  required  to  be  reported  under  this   Code, 
the  statement  shall  contain  the  foUo'wing: 

a.  The  name  and  address  of  each  source  of  income 
aggregating  $Z50  or  more  in  value,    or  $25  or  more  in 
value  if  the  income  was  a  gift,    and  a  general  description 
of  the  business  activity,    if  any,    of  each  source. 

b.  A  statement  whether  the  aggregate  value  of  income 
from  each  source  was  greater  than  $1,  000  and  whether 
it  was  greater  than  $10,  000. 

c.  A  description  of  the  consideration,    if  any,    for  which 
the  income  was  received. 

d.  In  the  case  of  a  gift,    the  amount  and  the  date  on  which 
the  gift  was  received. 

When  income  of  a  business  entity,    including  income  of  a 
sole  proprietorship  is  required  to  be  reported,    the  state- 
ment shall  contain: 

a.  The  name,    address,    and  a  general  description  of  the 
business  activity  of  the  business  entity. 

b.  In  the  case  of  a  business   entity  which  provides  legal  or 
brokerage  services,    the  name  of  every  person  who 
paid  fees  to  the  business  entity,    if  the  filer's  pro  rata 
share  of  fees  from  such  person  was  greater  than  $1,  000. 
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c.       In  the  case  of  a  business  entity  not  covered  by- 
paragraph  (b),    the  name  of  every  person  from  which 
the  business  entity  received  payments  if  the  filer's 
pro  rata  share  of  gross  receipts  from  such  person 
was  greater  than  $10,  000  during  a  calendar  year. 

VL 
Disqualification 

Designated  employees,    including  governing  board  members,    n-iust 
disqualify  themselves  from  making  or  participating  in  the  making  of 
any  decision  when  the  employee  or  member  has  a  financial  interest 
which  it  is  reasonably  foreseeable  nnay  be  affected  materially  by 
the  decision,    unless   such  decision  falls  within  Section  VII  of  this 
Conflict-of-interest  Code.     No  designated  employee  shall  be 
required  to  disqualify  himself /herself  with  respect  to  any  naatter 
which  could  not  legally  be  acted  upon  or  decided  without  his/her 
participation  (California  Government  Code  Section  87302(c)  ). 

A  designated  employee,    including  a  governing  board  member,    has 
a  financial  interest  in  a  decision  if  it  is  reasonably  foreseeable  that 
the  decision  will  have  a  material  financial  effect,    distinguishable 
from  its  effect  on  the  public  generally,    on  any  investment,    interest 
in  real  property  or  income.      (See  Informational  Directive  #8  for 
definition  of  financial  interest.  ) 

VII. 
Governing  Board  -    Contracts 

Governing  board  members  must  coraply  with  California  Education 
Code  Section  1174,    et.    seq.  ,    in  addition  to  the  provisions  of  the 
Political  Reform  Act  of  1974.      Where  there  is  conflict  between  the 
Act  and  t}ie  Education  Code  sections,    the  Education  Code  section 
shall  prevail  (California  Education  Code  Section  1175.  5). 

The  following  regulations  are  adopted  in  conformance  with  Education 
Code  Section  1174,    et.    seq.  : 

A.      No  member  of  the  governing  board  of  this   school  district  shall 
be  interested  in  any  contract  made  by  the  board  (Section  1174). 
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B.  Where  a  member  of  the  governing  board  has  an  interest  in  a 
contract  or  other  transaction  made  by  the  board  of  which  he/she 
is  a  member,    he/she  shall  not  be  disqualified  nor  will  the 
cont.-act  be  void  or  voidable  if: 

1.  The  fact  of  such  interest  is  disclosed  or  known  to  the 
governing  board  and  noted  in  the  minutes,    and  the  governing 
board  thereafter  authorizes,    approves,    or  ratifies  the 
contract  or  transaction  in  good  faith  by  a  vote  sufficient  for 
the  purpose  without  counting  the  vote  or  votes  of  such 
interested  member  or  members,    and 

2.  The  contract  or  transaction  is  just  and  reasonable  as  to  the 
school  district  at  the  time  it  is  authorized  or  approved 
(Section  1174.5). 

C.  The  following  contracts  or  transactions  are  prohibited: 

1.  A  contract  between  the  school  district  and  a  member  of 
the  governing  board. 

2.  A  contract  between  the  school  district  and  a  partnership  or 
unincorporated  association  of  which  a  naember  of  the 
governing  board  is  a  partner,    ow^ner,    or  holder  of  a 
proprietorship  interest. 

3.  A  contract  between  the  school  district  and  a  corporation  in 
which  any  naember  of  the  governing  board  holds  five  percent 
or  more  of  outstanding  common  stock. 

4.  A  contract  in  which  a  board  mennber  is  interested  and, 
without  first  disclosing  such  interest  to  the  governing  board 
At  a  public  mieeting  of  the  board,    influences  or  attempts 

tc  influence  another  nnember  or  members  of  the  board  to 
enter  into  the  contract  (Section  1175). 
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The  Board  of  Education  of  the  San  Francisco  Unified 
School  District  adopts  the  following  Code  of  Ethics  of  the 
California  School  Boards  Association: 

A  code  of  ethics  is  an  expression  of  those  personal  ideals 
which  should  guide  an  individual's  daily  activities. 

In  all  my  actions  as  a  School  Board  Member,    my  first 
commitment  is  to  the  well-being  of  our  youth.      My  primary 
responsibility  is  to  each  child,    --regardless  of  race,    creed,    color, 
sex,    or  national  origin. 

I  also  have  other  major  commitments  to: 

The  Community.     I  am  responsible  to  all  citizens  of  the 
district  and  not  solely  to  those  who  elected  me;  nor  to  any 
organization  of  which  I  may  be  a  member. 

Individuals.     I  have  a  direct  concern  for  every  individual 
in  the  community.      In  an  integral  part  of  my  duties,    I 
represent  the  authority  and  responsibility  of  government. 
Ihis  represents  the  delegated  authority  of  the  majority  and 
must  be  exercised  with  as  much  care  and  concern  for  the 
least  influential  as  for  the  most  influential  member  of  the 
comin  unity. 

Employees.      The  district  is  a  major  employer  of  the  conamunity. 
My  actions  as  a  board  member  nnay  affect  the  capability  of 
district  employees  to  practice  their  trade  or  profession. 

Laws,    Policies.      I  nnust  be  aware  of,    and  comply  with,    the 
constitution  of  State  and  Nation,    the  Education  Code  of  the 
State  of  California,    other  laws  pertaining  to  public  education, 
and  the  established  policies  of  the  district. 
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Decision  Making.     It  is  my  obligation,    under  the  law,    to 
participate  in  decisions  pertaining  to  education  in  the 
district.     As  an  elected  representative  of  the  people, 
I  can  neither  relinquish  nor  delegate  this  responsibility 
to  any  other  individual  or  group. 

individual  Feelings  and  Philosophy.      Like  every  other 
individual,    I  have  something  to  contribute  to  society. 

Understanding  and  acting  the  foregoing  premises,    I  shall: 

consider  my  position  as  a  board  member  as  a  public 
trust  and  not  use  it  for  private  advantage  or 
personal  gain. 

be  constantly  aware  that  I  have  no  legal  authority 
except  when  I  am  acting  as  a  member  of  the  board. 
I  shall  present  my  concerns  and  concepts  through 
the  process  of  board  debate  and,    if  in  the  minority 
on  any  decision,    I  shall  abide  by  and  support  the 
majority  decision.      When  I  am  in  the  majority,    I 
shall  respect  divergent  opinions. 

encourage  ideas  and  opinions  from  the  citizens  of 
the  district  and  endeavor  to  incorporate  their  view^s 
in  the  deliberations  and  decisions  of  the  board. 

devote  sufficient  time,    thought,    and  study  to  proposed 
actions  to  be  able  to  base  ray  decisions  upon  all 
available  facts  and  vote  my  honest  convictions  unswayed 
by  partisan  bias  of  any  kind. 

remenaber  that  the  basic  functions  of  the  board  are 
to  establish  the  policies  by  which  the  schools  of  the 
district  are  to  be  administered  and  to  select  the 
superintendent  and  staff  who  will  implement  those 
policies. 
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promote  and  participate  actively  in  a  concerted 
program  of  timely  exchange  of  information  with 
all  citizens,    parents,    employees  and  students  of 
the  district. 

recognize  that  the  deliberations  of  the  board  in 
executive  session  are  not  mine  to  release  or  discuss. 
They  may  be  released  or  discussed  in  public  only 
with  the  approval  of  the  board. 

avail  myself  of  opportunities  for  enlargement  of 
my  potential  as  a  board  member  through  partici- 
pation in  educational  conferences,    workshops,    and 
training  sessions  made  available  by  local,    state,    and 
national  agencies. 
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Advisory  Committees  established  by  the  Board  of 
Education  will  terminate  at  the  end  of  June  each  year  unless 
provided  otherwise  by  law  or  action  of  the  Board  of  Education. 

The  Board  of  Education  may  replace  appointees  who 
are  not  able  to  participate  on  committees. 

Committees  will  provide  the  Board  with  copies  of 
minutes  of  connmittee  meetings. 

The  following  Committees  shall  be  continued  from 
July  1,    1976  through  June  30,    1977: 

Affirmative  Action  Review  Committee 

Community  Council  for  Bilingual- Bicultural  Education 

County  School  Attendance  Review  Board 

Gifted  Program  Committee 

Joint  District  and  Public  Libraries  Task  Force 

San  Francisco  Council  on  Early  Childhood  Education 

San  Francisco  Unified  School  District  School  Building 
Corporation  (Centralized  Nutritional  Complex) 

Secondary  School  Student  Advisory  Council 
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Materials  originating  Trom  outside  sources  shall  bear 
the  official  "Approved  for  Posting"  stamp  of  the  Superinten- 
dent.     The  applicant  must  subm.it  poster  materials  and  related 
details  to  the  Chairman  of  the  Superintendent's  Posting  Com- 
mittee for  consideration.      Take-home  materials  originating 
from  outside  sources  and  not  under  the  direct  control  of  the 
schools   shall  be  submitted  under  the  same  procedures  appli- 
cable to  posters,    and  shall  not  be  in  violation  of  Sections 
9011-9014  of  the  State  Education  Code. 

(For  distribution  of  materials  by  employee  organi- 
zations,   see  P  4135,  I  and  P  4225.  l) 

(For  distribution  and  posting  of  materials  by 
students,    see  P  5134.) 
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No  advertisement  shall  be  read,    distributed,    or  posted  in 
the  schools  or  on  the  school  premises  unless  authorized  in  the  Course 
of  Study  or  by  the  Superintendent.     No  advertisement  which  is  in  any 
way  detrimental  to  the  interests  and  welfare  of  the  public  schools 
shall  be  inserted  in  any  school  publication. 

No  soliciter  shall  be  pernaitted  to  offer  anything  for  sale 
in  any  school. 

In  no  event  shall  there  be  read,    distributed,    or  posted  in 
the  schools  any  advertisement  to  be  called  to  the  attention  of  public 
school  pupils  concerning  any  course  of  study  of  any  school  other  than 
one  under  the  jurisdiction  of  the  State  or  local  Board  of  Education, 
or  accredited  teacher -training  institutions. 
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Such  lists   shall  not  be  furnished  except  that  names  and 
addresses  of  senior  high  school  graduating  students  shall  be 
furnished  upon  request  of  a  branch  of  the  United  States  Armed 
Services,    upon  the  condition  that  said  Armed  Services  specifically 
agree  to  use  said  lists  for  mailing  only  in  connection  with  the 
dissemination  of  inforraation  concerning  opportunities  offered  to 
students  for  military  purposes. 
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The  Board  of  Education  acknowledges  that  parent  and 
community  involvement  in  the  public  school  system  is  one  of  our 
most  valiiable  resources  in  improving  the  quality  and  support  of 
public  education;  and 

It  is  the  policy  of  the  San  Francisco  Unified  School  District 
that  every  school  shall  involve  its  administrators,    staff,    parents, 
and,    where  possible,    its   students,    in  a  process  of  developing  its 
educational  programs,    whether  these  programs  be  traditional  or 
innovative.      These  programs   shall  be  in  harmony  ■with  school  site, 
divisional,    and  school  district  goals,    particularly  as  these  goals  are 
determined  by  the  "Education  for  the  People"  Committees;  and 

The  Superintendent  of  Schools  shall  submit  to  the  Board 
of  Education  his/her  recommendations  for  these  progranas  within 
fiscal  constraints  and  that  the  Board  of  Education  delcares   its 
determination  to  support  such  programs  provided  they  are  derived 
frorn  a  process  of  representative  educator  and  parent  participation. 
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The  Board  of  Education  authorizes  the  Parent- Teacher 
Association  or  the  Mothers'   Club  organization  in  the  schools  to 
put  on  an  activity  of  its  choosing  for  the  benefit  of  the  organizations 
during  the  school  year;  an  admission  fee  may  be  charged  to  adults 
only.     Such  activity  may  be  given  during  school  hours  upon  the 
approval  of  the  principal.     All  proceeds  of  the  activity  are  to  be 
distributed  through  the  Second  District  California  Congress  of 
Parent-Teachers  or  the  Mothers'   Club  organization  for  public 
school  philanthropy. 

The  principal  of  the  school  is  authorized  to  grant  the  use 
of  the  building  to  the  above  organizations  on  a  specified  number  of 
occasions,    upon  the  approval  of  the  Associate  Superintendent, 
Office  of  Management  Services. 
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The  Superintendent  shall  have  the  authority  to  maintain 
and  use  an  advisory  council  composed  of  representatives  of  the 
schools  and  the  community.      The  purpose  of  the  council  shall  be 
to  present  ideas  and  suggestions  for  the  betterment  of  the  schools. 
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It  is  t-he  policy  of  the  San  Francisco  Board  of  Education  to 
encourage  community  participation  in  school  affairs.      To  implement  this 
policy  this   Board  desires  that  there  be  formed,    in  each  of  the  seven 
zones  of  the   City,    a  zone  council.      The  Board  calls   upon  each  zone 
council  Uaisot_  officer  and  each  school  administrator  to  assist  the 
communities  i;i  the  formation  of  their  respective  zone  councils. 

Creation  of  Councils.      Each  zone  council  shall  Include  delegates 
from  each  school  who  shall  fairly  represent  the  interests  of  the  school 
community.      Each  zone  council  must  adequately  represent  its  entire  com- 
munity and  shall  not  exclude  or  suppress  minority  or  dissenting  points 
of  view.      Any  school  may,    upon  the  affirmative  vote  of  a  majority  of 
the  parents  voting  --by  a  ballot  distributed  to  the  parents  --   decline  to 
be  represented  by  its  zone  council  and  thereafter  by  the  same  procedure 
it  may  reinstate  said  representation.      Consideration  shall  be  given  to 
the  inclusion  of  secondary  school  communities  as  soon  as  the  operation 
of  further  desegregation  plans   makes  this   feasible.      The  Fichmond    District 
Educational  Council  and  the  Park-South  Council  are  hereby  recognized  as 
the  official  zone  councils  of  Zone  1  and  7  respectively  and  shall  con- 
tinue to  operate  under  those  fornaer  resolutions  creating  them. 

Each  zone  council  is    .authorized  to  deal  with  its  site-adminis- 
trators and  zone  liaison  officer  on  all  matters  affecting  the  schools  in 
its  zone.      Each  zone  council  is  further  authorized  to  bring  to  the  atten- 
tion of  this   Board  any  matter  concerning  its  schools  for  w^hich  actions  by 
this   Board  would  be  appropriate.      To  facilitate  this  function,    each  zone 
chairman  shall  be  entitled  to  speak  at  all  meetings  of  this  Board  and  its 
committees  on  aay  matter  then  pending  before  the  Board  or  committee  con- 
cerning a  school  within  that  zone,    without  the  need  of  having  obtained 
permission  in  writing  to  so  speak.      Furthernaor e,    there  shall   be  added  to 
the  regular  agenda  of  the  Board  the  category  of  "Informational  Items: 
Zone  Councils"  at  which  time  Zone  Chairnaen  nnay  be  permitted  to  bring 
matters  of  interest  before  the  Board  without  the  need  of  having  previously 
placed  such  rratters  on  the  Board's  agenda.      Prior  to  zone  councils  pre- 
senting problems  to  the  Board,    every  effort  shall  be  made  to  resolve  the 
matter  at  the  school  site,    at  the  zone  area  office  and    council,    or  with 
Central  Office  staff. 

Each  Council's  newly  developed  or    modified  constitution  and/or 
by-laws  shall  be  submitted  to  the  School  District's   Legal  Adviser  for 
review  to  insure  compatibility  with  legal  provisions  of  other  policy-making 
bodies  to  which  such  Councils  are  subordinate. 


A  School  Site  Council  may  be  any  organization  representative  of 
the  School  Site  community.      It  may  be  either  an  existing  group  or  a  newly 

San  Francisco  Unified  School  District^ 


-   continued 


I 


i 


i 


BOARD  OF  EDUCATION  POLICY 


ARTICLE    1  -   COMMUNITY  PELATIONS 


P  1230 


SECTION     ADVISORY  ZONE  AND  SCHOOL  SITE  COUNCILS 


Page  2      of    2 
Date; 


created  group  having  for  its  purpose  the  consideration  of  matters  of  that 
School  Site  and  the  sending  of  representatives  to  nieetings  and  places  where 
the  School  Site  community  wishes  to  be  represented.      The  use  of  such  Coun- 
cils is  encouraged. 

T"  ecogni<:ion  of  Councils.       The  zone  councils   shall   be  recognized 
by  this   Board  as  the  spokesmen  for  the  zones  and  as  spokesmen  for  the 
schools  which  each  respectively  represents,    and  each  is  charged  with  the 
responsibility  of  advising  and  assisting  the  Board,    Superintendent,  princi- 
pal,   and  zone  administrator   in  making  and  effectuating  policy  in  matters 
concerning  their  zones  and  schools. 

Nothing  in  this  resolution  shall  be  deemed  to  constitute  a  re- 
linquishment by  this   Board  of  any  of  its  legal  responsibilities  for  the 
schools  of  San  Francisco  or  any  of  the  obligations  imposed  upon  it  or    under 
any  contracts  or  agreements  heretofore  executed  by  or  on  behalf  of  this 
Board  or  by  th^  laws  of  the  State  of  California  or  the  City  and   County 
of  San  Francisco. 
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The  Board  authorizes  the  Superintendent  to  establish  a 
Community  Service/Interaction  Program  in  the  District  on  all 
levels. 

The  Board  requests  that  the  Superintendent  return  to  the 
Board  for  appropriation  of  any  funds  that  an  evaluation  of  the 
effectiveness  of  the  program  be  made. 
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The  Board  authorizes  the  Superintendent  to  establish  a 
Community  Service/Interaction  Program  in  the  District  on  all 
levels. 

The  Board  requests  that  the  Superintendent  return  to  the 
Board  for  appropriation  of  any  funds  that  an  evaluation  of  the 
effectiveness  of  the  program  be  made. 
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The  Superintendent  may  designate  connnriunity 
representatives  to  attend  conferences  and  conventions  subject 
to  the  following  conditions: 

L        Prior  review  and  approval  from  the  Division  Head. 

2.  Funds  are  appropriated  for  such  activities. 

3,  Representatives  shall  be  reimbursed  under  the 
guidelines  established  by  the  District's  Finance 
Office  and  consistent  with  provisions  of  the 
Education  Code  for  actual  and  necessary  expenses 
incurred. 
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Pupils  are  prohibited  from  making  gifts  to  or  contributing 
towarde  presents  for  teachers  or  other  employees  of  the  public 
schools;  teachers  are  prohibited  from  accepting  presents  or 
gifts  from  pupils. 
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Hearing,    Trial,    or  T  eprimand  oj  Employee.       Complaints 
against  school  district  employees   shall  be  investigated  by  the 
Superintendent  of  Schools  before  they  are  considered  by  the 
Board  of  Education. 
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1.  A  charge  is  a  complaint  by  a  citizen  against  a  certificated  employee  that: 

(a)  Could  result  in  disciplinary  action,    or  could  in  any  other  way  affect 
the  professional  status  of  the  certificated  employee;  and 

(b)  Has  not  been  resolved  at  the  school  site  level,    if  the  complaint  had 
initially  been  made  at  that  level. 

2.  Charges  aga.inst  a  certificated  employee  will  not  be  heard  publicly  by 
the  Board  of  FIducation  or  the  Superintendent  and  his  staff,  unless  the 
certificated  employee  requests  that  the  charges  be  heard  pul  licly. 

3.  All  charges  against  a  certificated  employee  by  a  citizen  shall  be  filed  In 
writing  w^ith  the  Legal  Adviser  of  the  District. 

4.  The  certificated  employee  so  charged  shall  immediately  be  furnished  a 
copy  of  the  charges. 

5.  The   Legal  Adviser  shall  render  a  report  to  the  Superintendent  and  the  certi- 
ficated employee  of  his  finding  of  fact  on  the  charges  based  upon  reports 
and  interview's. 

6.  If  the  Superintendent  decides  further  action  is  necessary,    the  Legal  Adviser 
shall  be  instructed  to  set  up  a  Conference  Committee  consisting  of  the  legal 
Adviser,    the  certificated  employee  and/or  his  representative,    and  the 
citizen  filing  the  charge  and/or  his  representative.      The  Conference  Cona- 
mittee,    by  unaniraous  agreement,    may  terminate  the  charges. 

7.  The  meetings  of  a  Conference  Committee  are  to  be  privately  conducted. 
Any  public  announcement    of  the  results,  of  the  Conference  Committee 
meetings  will  be  made  only  upon  the  request  of  the  certificated  employee. 

8.  If  the  Conference  Committee  is  unable  to  resolve  the  issue,  a  report  of 
its  activities  shall  be  submitted  to  the  Board  of  Education  for  consider- 
ation   in  executive  session. 

9.  The  Board  of  Education  may  decide,    upon  consideration  of  the  report  of 
the  Conference  Committee,    to  either  term.inate  the  charges  against  the 
certificated  employee,    or  hold  an  executive  session  personnel  hearing 
with  the  Board  of  Education  acting  as  a  committee  of  the  whole.      The  pro- 
cedures of  this  executive  session  shall  be  determined  by  the  Board  of 
Education. 

10.       Any  public  announcement  of  the  results  of  the  executive  session  hearing 
will  be  made  only  upon  the  request  of  the  certificated  employee. 
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The  Board  of  Education  authorizes  the  use  of  school 
facilities  by  outside  groups  in  accordance  with  the  provisions 
prescribed  in  the  Civic  Center  Act  'State  Education  Code 
Sections  16556-16566). 
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1.        General  Policy. 

The  school  cafeterias  do  not  operate  in  competition 
with  regularly  established  hotels  and  restaurants;  there- 
fore,   requests  for  service  which  are  regularly  supplied  by 
the  established  channels  of  trade  are  to  be  avoided.  '    Caf- 
eteria dining  area  facilities  (not    ncluding  the  kitchen' 
may  be  used  for  special  functions  by  teacher  and  student 
groups  during  school  hours  upon  the  approval  of  the 
principal.      These  groups  are  restricted  to  the  serving  of 
coffee,    tea,    or  milk,    without  the  necessity  of  supervision 
of  regular  cafeteria  employees,    and  are  not  to  use  the 
kitchen.      Kitchen  facilities  in  the  school  cafeterias  are 
not  to  be  used  by  anyone  without  written  application  in 
duplicate  and  approval  from  the  Director,    Food  Services 
prior  to  the  date  of  the  function. 

2.        The  Parent- Teacher  and  Mothers'   Clubs. 


These  groups    may  be  allowed  to  use  the  kitchen  for 
preparation  of  coffee  and  tea  only,    without  the  necessity 
of  supervision  of  regular  cafeteria  employees,    provided 
that  written  approval  is  first  obtained  frona  the  Director, 
Food  Services.      Application  for  use  of  the  kitchen  is  to 
be  made  in  duplicate  to  the  Supervisor  of  Cafeterias. 

Other  Groups. 


Whenever  any  group  is  permitted  to  use  the  kitchen, 
except  as   stated  above,    at  least  one  cafeteria  employee 
paid  for  by  the  organization  must  be  on  hand  at  all  times 
in  the  kitchen  to  supervise  and  thus  protect  the  individ- 
uals and  school  property.      The  number  of  paid  em.ployees 
will  depend  on  the  type  of  service,    nunnber  to  be  served, 
and  number  of  volunteer  help.     Any  group  --  Students, 
Teachers,    P^T-A.,    Mothers'   Clubs,    or  other  organization 
requesting  and  receiving  service  from  the  cafeteria  shall 
pay  the  cost  of  food,    service,    and   supplies  as  determined 
by  the  Director,    Food  Services.      The  kitchens  will  not  be 
opened  for  any  group  on  days  when  school  is  not  in  session. 
No  service  is  to  be  rendered  free  of  charge. 
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*a.        In  those  cases  where  there  is  a  non-district 
feeding  program  for  the  students  when  school 
Is  In  session  or  not  In  session,    and  when  the 
■welfare  of  the  conamunlty  Is  concerned,    the 
payment  for  the  supervising  cafeteria  employee 
may  be  waived  If  (a)  the  outside  group  uses  the 
facilities  and  equlpnnent  under  the  direct 
supervision  of  the  cafeteria  ennployee  'b)  there 
is  neither  competition  or  Interference  with 
the  school  lunch  program  or  any  educational 
programs  in  the  school. 


4.  #    Food  Vending  Machines. 


Nc   such  equipment  Is  to  be  Installed  in  any  school  by 
any  person  or  organization  except  -with  the  written  permission 
of  the  Director,    Food  Services. 

Provisions  for  Public  Liability  and  Property  Damage. 

Any  Individual,    group,    or  organization  using  school 
property  as  provided  under  the  Civic   Center  Act  or  for 
other  purposes   shall  hold  the  San  Francisco  Unified  School 
District,    Its   governing  board,    the  individual  menabers 
thereof,    and  all  district  officers,    agents,    and  employees 
free  and  harm.less  from  any  loss,    damage,    liability,    cost, 
or  expense  that  may  arise  during,    or  be  caused  In  any  way 
by,    such  use  or  occupancy  of  school  property.      When  using 
school  facilities,    those  organizations  which  do  not  qualify 
under  the  Civic  Center  Act  shall  be  required  to  furnish 
satisfactory  liability  protection  In  the  sum  of  $100,  000/ 
$400,  000. 
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General  Policy.      Each  school  may  hold  only  one  cake 
dessert,    popcorn,    or  potato  chip,    etc.  ,  sale  and  one  festival 
during  each  school  year  for  the  purpose  of  raising  funds  for  the 
Parent-Teachers,    Mothers'   Clubs,    or  other  school  organizations. 
Application  to  aold  cake  sales,    festivals,    or  similar  events, 
must  be  made  m  duplicate  to  the  Director,    Food  Services,    two 
■weeks  in  advance  of  the  date  of  the  function  stating  the  amount 
and  kind  of  food  to  be  furnished  by  the  cafeteria. 

Cake,    Dessert  and  Similar  Sales.      These  events  may  be 
held  during  the  regular  school  lunch  period  or  after  school. 
Help  is  to  be  provided  by  the  group  sponsoring  such  sales.      The 
regular  service  and  sales  of  the  cafeteria  are  not  to  be  cur- 
tailed in  any  way. 

Festivals.       These  events  may  be  held  during  the 
regular  school  lunch  period.      The  sponsoring  group   will  be 
required  to  pay  the  Cafeteria  Department  for  all  of  its  labor 
and  fringe  beaefits  for  that  day  plus  any  additional  tinne  for 
labor  for  preparation  before  or  after  the  day  of  the  function, 
and  for  food  and  supplies  obtained  from  the  cafeteria.      Cafe- 
teria sales  will  be  suspended  that  day,    or  the  sponsoring 
group  will  co«rer  any  financial  loss  experienced  by  the  cafe- 
teria that  day,    as  determined  by  the  Director,    Food  Services 
as  the  result  of  food  or  beverage  sales  at  the  festival  which 
reduce  the  income  of  the  cafeteria. 
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Class  Pictures   -   Elementary  Schools.     Permission 
is  granted  to  take  class  pictures  in  all  elementary  schools 
annually  at  a  time  designated  by  the  principal.      The  selection 
of  the  photographer  shall  be  at  the  discretion  of  the  principal. 
The  photographer  must  assume  the  responsibility  for  whatever 
details  2,re  involved  in  the  sale  and  distribution  of  the  pictures. 
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Contributions .     No  funds  may  be  solicitated  from  pupils 
except  as  follows: 

1.  Student  Body  Dues 

2.  Pupil  Identification  Tags 

Entertainment  During  School  Hours  -  No  Charge.     It  i s 
illegal  for  school  boards  to  permit  pupils  to  be  charged  for  any 
entertai).?ment  put  on  within  the  school  during  school  hours. 

''-Recruitment  of  Students.     Permission  may  be  granted 
for  the  recruitment  of  students  as  workers  in  those  organizations 
which  meet  the  requirements  of  state  law,    namely,    organizations 
authorized  for  charitable  purposes. by  an  Act  of  Congress,    or  under 
the  laws  of  the  State. 


^Pursuant  to  §9021  Education  Code  (Amended  1970) 
and  Board  Resolution  #910-7A11 
adopted  October  7,    1969 


(SEE  also  P6129) 
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The  Board  of  Education  recognizes  the  new  approach  to 
school  district  employer -employee  relations  contemplated  by  the 
1976  introduction  into  California  la'w  of  the  Rodda  Act  and  pledges 
the  cooperation  of  the  Board,    the  Superintendent  and  the  district's 
entire  management  leadership  team  to  the  goal  of  successfully 
implementing  the  new  law  in  the  interests  of  improving  the  public 
school  program  serving  San  Francisco. 

Toward  that  end,    the  Board  of  Education  declares  the 
follow^ing  guiding  principles  to  make  clear  its  role  in  the  new 
employer -employee  relations  processes  under  the  Rodda  Act: 

1.  The  Board  of  Education,    acting  as  a  Board  in  legally 
constituted  meetings,    functions  under   California  la-w 
as  the  Board  of  elected  trustees  of  the  people  and  the 
prime  policy-making  authority  at  the  local  level  for  the 
public  school  program  of  San  Francisco. 

2.  The  Board  of  Education  views  the  Rodda  Act  as  establish- 
ing tw^o  separate  channels  of  communications  betw^een 
the  Board  and  its  employees,    in  that: 

a.  as  to  all  employees  entitled  to  representation  by  an 
exclusive  representative  under  the  Rodda  Act,   a 
collective  negotiations  process  leading  to  a  col- 
lective negotiations  written  agreement  on  certain 
employer -employee  relations  subjects  specified 
within  the  scope  of  representation  in  the  Rodda  Act, 
is  set  forth;  and, 

b.  as  to  certificated  employees,    a  consultation  process 
on  certain  educational  policy  nnatters  is  also 
included  in  the  Rodda  Act. 

3.  The  Board  of  Education  fully  acknowledges  that  it  is 
responsible  for  representing  the  interests  of  the  public 
in  all  phases  of  the  collective  negotiations  process  and 
the  consultation  process  within  the  procedures  by  the 
Board  to  Implement  such  processes. 
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4.  The  Board  of  Education  delegates  to  the  Superintendent 
the  responsibility  for  conducting,    on  behalf  of  the 
Board  and  in  good  faith  and  within  policy  established 
by  the  Board,    the  district's  official  participation  in  the 
collective  negotiations  process  and  the  consultation 
process. 

5.  The  Board  of  Education  charges  the  Superintendent  with 
the  responsibility  for: 

a.  keeping  the  Board  regularly  and  fully  informed 
about  the  collective  negotiations  process  and  the 
consultation  process;  and 

b.  presenting  to  the  Board  recommendations  for  a 
district  policy  position,    together  with  relevant 
supporting  data,    on  new^  Issues  as  may  from  time 
to  tinae  arise  in  the  collective  negotiations  process 
and  consultation  process, 

to  enable  the  Board  to  carry  out  its  function  as  the  prime 
policy  maker  at  the  local  level  for  the  public  school 
program  of  San  Francisco. 

6.  The  Board  of  Ecucation  reserves  unto  itself  the  sole 
right  to  make  the  final  decision  on  behalf  of  the  district 
with  respect  to  any  and  every  policy  issue  requiring 
resolution  by  the  district  in  the  collective  negotiations 
process  and  consultation  process  and  such  final  decisions 
as  are  nnade  in  the  collective  negotiations  process  shall 
be  made  with  due  regard  and  respect  for  fair  labor 
practices  as  properly  set  forth  by  the  California  Educa- 
tional Employees  Relations  Board  under  the  Podda  Act. 

7.  The  Board  of  Education,    in  performing  its  role  in  the 
collective  negotiations  process  and  consultation  process 
under  the  Fodda  Act,    shall: 
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a.  ensure  that  the  public  has  ample  opportunity  to 
keep  informed  on  proposals  nnade  and  discussed 
in  the  collective  negotiations  process  pursuant 
to  Government  Code  Section  3547  and  the  con- 
sultation process  pursuant  to  the  California  Public 
Records  Act  beginning  at  Government  Code  Section 
6250;  and 

b.  make  each  and  every  final  decision  on  each  and 
every  policy  issue  requiring  resolution  by  the 
district  in  the  collective  negotiations  process  and 
consultation  process  in  open  and  public  meetings 
duly  noticed  and  called  pursuant  to  California  law. 

8.       The  Board  of  Education  entreats  the  California 

Legislature,    in  its  ongoing  review  of  presently  opera- 
tive law  and  proposals  for  future  law,    to  be  ever  mind- 
ful of  the  new  relationship  between  the  local  public 
school  governing  board  and  its  employees  created  by 
the  Podda  Act  so  that  all  the  law  governing  the  public 
school  program  will  give  first  and  most  concern  to  the 
interests  of  the  students  and  their  efforts  to  gain  the 
best  education  possible  to  fit  them  for  a  productive  life 
in  our  society. 
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In  conformance  with  Section  3540.1  (g)  of  the  Government 
Code  which  provides  that  the  Board  of  Education  shall  designate 
management  employees,    the  Board  of  Education  has  investigated 
the  duties  and  responsibilities  of  its  employees  to  determine  whether 
they  have  significant  responsibilities  for  formulating  District  policies 
or  administering  District  programs. 

The  Board  of  Education  determines  that  the  following 
positions  have  significant  responsibilities  for  formulating  District 
policies  or  administering  District  programs  and  that  the  following 
positions  are  designated  as  Management: 

MANAGEMENT  POSITIONS 


Superintendent 

Deputy  Superintendent 

Associate  Superintendent 

Assistant  Superintendent 

Administrative  Assistant 

Director 

Supervisor  AA 

Supervisor  A 

Supervisor  B 

Supervisor,    Children's   Centers 

Assistant  Supervisor,    Children's   Centers 

Principal 

Assistant  Principal 

Legal  Officer 

Employee  Relations  Officer 
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1.  As  chief  executive  of  the  Board  of  Education,    the 
Superintendent  shall  have  as  his/her  primary  responsibility  the 
developoient  and  effective  operation  of  such  curriculums,    special 
courses,    and  activities  as  will  provide  a  complete  and  adequate 
system  of  instruction  for  all  who  attend  the  public  schools  within 
this  district;  he/she  shall  see  that  the  progrann  is  maintained 
abreast  of  community,    state,    and  national  needs,    and  in  light  of 
scientific  developments  in  education,    to  the  end  that  the  children 
of  San  Francisco  may  receive  the  best  possible  education.      To 
carry  out  this  program  the  Superintendent  shall  secure  and  admin- 
ister the  best  available  personnel. 

2.  The  Superintendent's  responsibilities  shall  include 
the  administration  of  the  business  department  and  the  securing  of 
and  financing  for  proper  facilities,    such  as   school  plants,    supplies, 
and  equipment. 

3.  The  Superintendent's  contract  shall  be  subject  to  the 
provisions  of  the  California  Education  Code  of  Sections  938,    938.  2, 
938.5,    939  and  1233. 

4.  Three  positions  of  Administrative  Assistant  to  the 
Superintendent  shall  be  established. 
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1.  The    Legal  Adviser  shall  advise  the  Board  of  Education, 
the  Superintendent  of  Schools,    and  employees  of  the  School  District 
on  questions  of  law  affecting  public  school  administration  and 
related  activities.      Upon  request,    he  shall  render  opinions  inter- 
preting statutory  law,    rules  and  regulations  of  the  State  Department' 
of  Education  ar.d  of  the  San  Francisco  Unified  School  District. 

2.  In  conjunction  -with  the  City  Attorney  he  shall 
represent  the  San  Francisco  Unified  School  District  in  all  litiga- 
tion affecting  the  district.      He  shall  approve  as  to  fornn.,    and  upon 
request  shall  prepare  resolutions,    contracts,    and  other  legal 
instruments. 

3.  He  shall  maintain  at  all  times  a  complete  and  accurate 
copy   of  all  ad  .ninistrative  regulations  and  policies  authorized  by 

the  Board.      He  shall  prepare  the  minutes  of  all  Board  meetings  under 
the  direction  of  the  secretary,    maintain  a  well-organized  actions 
history,    and  perform  such  other  duties  as  are  assigned  to  hina  by 
the  Board    of  Education  and  the  Superintendent  of  Schools. 
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The  Employee  Relations    office  shall  be  administered  by 
an  employee  relations  officer  who  will  report  directly  to  the 
Superintendent  of  Schools. 

The  Enaployee  Relations  Officer  shall  supervise  the 
staff  of  this  office. 

The  function  of  this  office  shall  be  to  assume  direct 
responsibility  and  leadership  in  the  District's  employee  relations 
and  negotiations. 

Included  in  this  responsibility  is  the  administration  of 
all  negotiated  contracts  including  the  administration  of  a  grievance 
procedure. 
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A.  Full-time  counselors  who  are  hired  after  July 
1,  1975,  must  meet  the  state  requirements  for  counselor 
certification. 

B.  Any  employee  assigned  to  serve  as  a  counselor 
shall  have  a  counseling  credential  or  be  enrolled  in  a  program 
of  study  to  qualify  for  that  credential. 

C.  The  San  Francisco  Unified  School  District 
Certificated  Personnel  Department  in  conjunction  with  the 
principal  and  the  Director  of  Pupil  Services,  shall  be 
responsible  for  the  hiring,  placement,  and  assignment  of 
counselors. 


HISTORY /AUTHORIZATION 
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Teacher   Counselors  shall  he  assigned  in  each  junior  and 
senior  high  school  in  the  ratio  of  one  teaching  period  to  each  130 
pupils  enrolled  in  the  school.      The  Superintendent  shall  approve 
assignments  of  counselors  upon  the  reconnmendation  of  the  principal. 

Assigtant  Head  Counselors  shall  be  allocated  to  each  junior 
and  senior  high  school  in  the  areas    of  vocations,    education,    personal 
problems,    and  community  relations.      Such  allocations   shall  be  made  in 
accordance  with  the  formula  for  the  assignment  of  teachers  for  each 
division.      Ajsignnnents  of  personnel  for  Assistant  Head  Counselors 
shall  be  app:^oved  by  the  Superintendent. 
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ARTICLE  2  -  ADMINISTRATION 

CHIIiDRM'S  CENTERS 

The  Children' s  Centers  PepartmenlBhall  include  nursery  and 
school-age  cen+.ers  for  the  care  and  guidance  of  children,  as  authorized 
hy  Chapter  5^  Division  12,  of  the  Education  Code. 

The  Children's  Centers  shall  be  under  the  general  adminis- 
tration of  the  El3inentary  Division,  but  shall  be  directly  administered 
and  supervised  by  the  Director  of  the  Children'  s  Centers  Department, 


Resolution  #58-1785 
adopted  by  the  Board  of  Education 
August  IT,  1965  ret it led  program 
from  "Child  Care  Centers"  to 
"Children's  Centers"  pursuant  to 
Chapter  171? ,  Statutes  of  I965. 
(Assembly  Bill  I281) 


Revised:   Resolution  #58-12S-a  1,  August  12,  1975 
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Each  school  shall  be  under  the  direct  administrative  control 
of  a  principal. 

A  school  is  an  administrative  unit  headed  by  a  principal  and 
may  include  one  or  more  buildings.      By  Board  of  Education  action  two  or 
more  schools  may  be  consolidated    under  the  headship  of  one  principal. 

In  administering  the  school,    the  principal  shall  be  held 
responsible  for  the  enforcement  of  the  State  Education  Code,    the  rules 
and  regulations  of  the  California  State  Board  of  Education,    the  policies 
of  the  San  Francisco  Board  of  Education,    and  the  administrative  regula- 
tions of  the  Superintendent  of  Schools. 

Except  as  other\vise  provided,    the  duties  and  responsibilities 
of  all  personnel  employed  within  a  school  shall  be  defined  by  the 
principal  of  the  school,    subject  to  the  approval  of  the  assistant 
superintendent  in  charge  of  the  division  and  of  the  Superintendent  of 
Schools. 


HISTORY /AUTHORIZATION 
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ARTICLE  2  -  ADMINISTRATION 

SCHOOL  ADMINIOTRATION  -  THE  ASSISTANT  PRINCIPAL 

1.  The  assistan'^  principal  shall  be  under  the  direction  of 
the  principal  of  the  school.  Whenever  an  assistant  principal  in  any 
school  is  absent  or  is  serving  in  the  capacity  of  substitute  for  an 
absent  principal ,  a  teacher  in  the  school,  recommended  by  the  principal 
and  approved  by  the  assistant  superintendent  of  the  respective  division, 
shall  act  as  a  substitute  for  the  absent  assistant  principal. 

The  following  paragraphs  outline  the  formula  followed  in 
the  appointment  of  assistant  principals  in  the  respective  instructional 
divisions. 

2.  Senior  High  Schools .   In  the  senior  high  schools  there 
shall  be  two  assistant  principals:  one  woman  who  serves  as  assistant 
principal  and  dean  of  girls  and  one  man  who  serves  as  assistant  princi- 
pal and  dean  of  beys. 

3.  Junior  High  Schools .  In  the  junior  high  schools  one 
assistant  principal  is  assigned  to  a  school  which  had  an  average  number 
belonging  of  1,100  or  fewer  during  the  preceding  school  year;  two 
assistant  principals  are  assigned  to  a  school  which  had  an  average 
number  belonging  of  1,100  or  more  during  the  preceding  school  year. 

k.      Elementary  Schools.  Elementary  schools  which  had  an 
average  number  belonging  of  TOO  pupils  or  more  during  the  preceding 
school  year  shall  be  entitled  to  the  assignment  of  an  assistant 
principal.  Elementary  schools  which  had  an  average  number  belonging 
of  fewer  than  TOO  pupils  during  the  preceding  school  year  may  be 
assigned  an  assistant  principal  when,  in  the  judgment  of  the  Superin- 
tendent and  the  Board  of  Education,  the  special  conditions  of  the 
school  warrant  such  an  assignment. 

When  two  elementary  schools  in  separate  buildings  are 
consolidated  under  one  principal,  the  consolidated  schools  shall  be 
entitled  to  the  assignment  of  an  assistant  principal. 

When  two  or  more  elementary  schools  have  been  placed 
under  one  principal^,  the  Superintendent,  with  the  approval  of  the 
Board  of  Education,  will  determine,  in  each  instance,  whether  a 
second  assistant  principal  shall  be  assigned. 


1961  P  2220 


BOARD  OF  EDUCATION  POLICY 


ARTICLE      2   -  ADMINISTRATION 


SECTION  HEADS  OF  DEPARTMENTS  - 

SENIOR  HIGH  SCHOOL 


P     2230 


Page   1      of     1 
Date; 


Department  heads  shall  be  appointed  •where  there  are 
five  or  nnore  full-time  teachers  in  the  department  for  the  pre- 
ceding school  year.      When  the  number  of  full-time  teachers  falls 
below  five,    the  position  of  head  shall  be  abolished  effective  at  the 
end  of  the  annual  school  term.     In  the  appointments  for  heads  of 
Health  and  Physical  Education  departments,    the  formula  for  five 
full-time  teachers  in  the  department  shall  not  apply. 

Heads  of  departments  in  the  senior  high  schools  shall 
cooperate  with  the  principals  to  promote  the  best  interest  of  the 
school  and  especially  of  the  departments  under  their  supervision. 


HISTORY /AUTHORIZATION 
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Acting  department  heads  may  be  appointed  by  the  Board 
to  serve  during  the  absence  of  the  head  of  department  on  leave  for 
a  period  equal  to  or  greater  than  one  school  term,    such  service 
to  begin  on  the  date  determined  by  the  Board. 
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Appointment  of  department  heads  is  applicable  only  in 
senior  high  schools.      Upon  the  recommendation  of  the  Superintendent 
and  the  approval  of  the  Board  of  Education,    a  curriculum  assistant 
naay  be  established  in  each  junior  high  school. 
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These  duties  shall  be  planned  by  the  executive  head  of 
the  school  and  the  assistant  superintendent  in  charge  and  approved 
by  the  Superintendent. 
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ARTICLE  2   -  ADMINISTRATION 

CHILDREN'S  CENTERS  -  THE  HEAD  TEACHER 


Each  center  shall  be  under  the  direct  administrative  control 
of  a  head  teacher. 

lu  administering  the  center,  the  head  teacher  shall  be  held 
responsible  for  the  enforcement  of  the  State  Education  Code,  the  rules 
and  regulations  of  the  California  State  Board  of  Education,  the  policies 
of  the  San  Francisco  Board  of  Education,  and  the  administrative  regula- 
tions of  the  Superintendent  of  Schools. 

Except  as  otherwise  provided,  the  duties  and  responsibilities 
of  all  personnel  employed  within  a  center  shall  be  planned  by  the  head 
teacher  with  th3  aid  of  the  supervisor  in  charge,  and  subject  to  the 
approval  of  the  Director  of  Children's  Centers  and  of  the  Superintendent 
of  Schools. 

The  children's^  centers  calendar  issued  each  year  by  the 
Superintendent  establishes  the  number  of  days  the  head  teacher  must 
serve,  and  she  is  required  to  be  on  duty  in  the  center  for  such  days, 
unless  her  absence  is  approved  by  the  Director  of  the  Children's  Cen- 
ters or  the  Superintendent  of  Schools  in  accordance  with  school  district 
policy. 


1962 
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To  assist  in  administering  and  supervising  the  programs 
of  the  various  divisions,    there  shall  be  appointed  coordinators, 
directors,    and  supervisors,    such  appointments  to  be  recommended 
by  the  Superintendent  and  approved  by  the  Board  of  Education. 

Included  in  this  Manual  is  an  organization  chart  showing 
the  adnainistrative  organization  of  the  San  Francisco  Unified  School 
District, 
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AVhen  a  questionnaire  is  to  be  submitted  to  certificated 
employees,    the  results  of  which  are  to  be  used  as  a  basis  for  the 
formulation  of  Board  policy  or  a  recommendation  by  the  Superin- 
tendent to  the  Board,    all  possible  safeguards  are  to  be  taken  to 
preserve  the  anonymity  of  those  answering  the  questionnaire  and 
in  no  event  shall  it  be  signed. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #012-13A2b,    February  7,    1961 
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The  Office  of  Instruction  shall  be  administered  by  a  deputy- 
superintendent  who  will  report  directly  to  the  Superintendent, 

The  Deputy  Superintendent,    Office  of  Instruction  will  super- 
vise the  Director,    Research  and  Grant  Development;    the  Supervisor, 
Public  Information;  the  Director,    Federal/State  Funded  Programs; 
the  Associate  Superintendent,    Office  of  Instructional  Services. 

The  function  of  this  office  is  to  coordinate  all  aspects  of 
the  instructional  and  curriculum  activities  of  the  district. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #58-123 -a  1,  August  12,   1975 
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The  Office  of  Research  and  Grant  Development  shall  be 
administered  by  a  director  who  will  report  to  the  Deputy  Superin- 
tendent,   Office  of  Instruction. 

The  basic  function  of  this  office  is  to  assume  responsi- 
bility for  program  planning  related  to  new  projects  for  outside 
funding  as  well  as  planning  and  developnnent  for  reallocation  of 
internal  resources. 

This  planning  includes  research,    needs  assessment, 
information  dissemination,    and  writing  and  development  of  grant 
applications. 


HI STORY /AUTHORIZATION 
Adopted:    Resolution  #58-12S-a  1,    August  12,    1975 
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The  Office  of  Public  Information  shall  be  administered  by 
a  supervisor  who  will  report  to  the  Deputy  Superintendent,    Office 
of  Instruction. 

The  basic  function  of  this  office  is  to  develop  and  maintain 
a  positive  program  of  public  information. 

This  program  is  to  include  information  dissemination, 
special  events  coordination,    and  major  district  publications  production. 

This  office  shall  also  approve  all  materials  for  posting  in 
and  distribution  to  the  schools  from  outside  sources. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #58-12S-a  1,    August   12,    1975 
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ARTICLE  2  -  ADMINISTRATION 

FEDERAL/STATE  FUNDED  PROGRAMS  OFFICE 

The  Office  of  Federal/State  Funded  Programs  shall  be  admini- 
stered by  a  director  who  will  report  to  the  Deputy  Superintendent,  Office 
of  Instruction. 

The  Director,  Federal/State  Funded  Programs  will  supervise 
the  Supervi3or,  ESEA  Title  I/S.B.  90  office. 

The  basic  function  of  this  office  is  to  direct  and  supervise 
all  District  programs  that  are  funded  by  federal,  state,  or  special 
sources. 

This  direction  and  supervision  includes  preparation  of  appli- 
cations and  reports,  monitoring  of  funds  and  programs,  and  coordination 
of  community  involvement  activities. 


Adopted:  Resolution  #58-12S-a  1,  August  25,  1975  .  ..... 
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The  Office  of  Instructional  Services  shall  be  administered 
by  an  aesociate  superintendent  who  will  report  to  the  Deputy  Superin- 
tendent,   Office  of  Instruction. 

The  Associate  Superintendent,    Office  of  Instructional 
Services,    will  supervise  the  assistant  superintendents  of  the 
Elementary  Division,    the  Secondary  Division,    the  Instructional 
Support  Services   Division,    and  the  Professional  and  Pupil  Personnel 
Service  Division;  and  an  administrative  assistant. 

The  function  of  this  office  is  to  direct  and  coordinate  the 
educational  programs  of  the  District  through  the  four  divisions 
reporting  to  this  office.      This  includes  assisting  the  Deputy  Superin- 
tendent,   Office  of  Instruction,    in  developing  the  District's  curriculum 
and  instructional  program;  expediting  communication  flow  between 
school-site  adnainistrative  personnel  and  central  services  adnninis- 
trators;  and  assisting  Ln  developing  quality  instructional  methods  and 
procedures. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #58-12S-a  1,    August  12,    1975 
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ARTICLE   2    -   AD1'IIIS1ISTRA.TI0N 

ELEMENTARY  DIVISION 

The  Elemeiibary  Division  shall  be  administered  by  an  assistant 
superintendent  who  will  report  to  the  Associate  Superintendent,  Office 
of  Instructional  Services. 

The  Assistant  Superintendent,  Elementary  Division,  shall  super- 
vi3e  the  Director  and  the  Supervisors,  Eleinentary  Department;  the  Prin- 
cipals, Elementary  Schools;  and  the  Director,  Children's  Center  Depart- 
ment. 

The  Elementary  Division  shall  include  kindergartens,  elementary 
schools,  and  any  special  school3  or  classes  of  elementary  grades,  except 
those  for  physically  and  mentally  atypical  children,  and  such  other  schools 
or  classes  as  aay  be  approved  by  Board  action.   Opportunity  classes  are 
established  in  the  elementary  schools  to  provide  special  instruction  and 
help  to  children  who  do  not  seem  to  adjust  socially  or  emotionally  in  a 
regular  classroom  situation. 

The  Elementary  Department  of  the  Elementary  Division  shall  assist 
the  Assistant  Superiiitendent,  Elementary  Division. 

However,  there  shall  be  a  direct  line  of  communic  ation  and  re- 
sponsibility between  the  principals  of  the  elementary  schools  and  the 
Assistant  Superintendent,  Elementary  Division. 

All  Children's  Centers  are  included  in  this  division. 


Adopted:   Resolution  #58-12S-a  1,  August  12,  1975 
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ARTICLE  2  -  ADMINISTBIATION 

SECONDARY  DIVISION 

The  Secondary  Division  shall  be  administered  by  an  assistant 
superintendent  who  will  report  to  the  Associate  Superintendent,  Office  of 
Instructional  Services. 

The  Assistant  Superintendent,  Secondary  Division,  shall  supervise 
the  Director  and  the  Supervisors,  Secondary  Department,  and  the  Principals, 
Secondary  Schools. 

The  Secondary  Division  shall  include  junior  and  senior  high 
schools  and  any  special  schools  or  classes  of  secondary  grades,  except 
those  for  physically  and  mentally  atypical  children,  and  such  other  schools 
or  classes  as  may  be  approved  by  Board  action.  Opportunity  classes  and 
schools  are  established  to  provide  special  instruction  and  heJ.'pto  children 
who  do  not  seem  to  adjust  socially  or  emotionally  in  a  regular  classroom 
situation. 

The  Secondary  Department  of  the  Secondary  Division  shall  assist 
the  Assistant  Superintendent,  Secondary  Division. 

However,  there  shall  be  a  direct  line  of  communication  and 
responsibility  between  the  principals  of  the  secondary  schools  and  the 
Assistant  Superintendent,  Secondary  Division. 


Adopted;  Resolution  #58-12S-a  1,  August  12,  1975  ... 
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The  Instructional  Support  Service  Division  shall  be 
administered  by  an  assistant  superintendent  who  will  report  to 
the  Associate  Superintendent,    Office  of  Instructional  Services. 

The  Assistant  Superintendent,    Instructional  Support  Service 
Division,    shall  supervise  the  following  departments  and  their  adnain- 
istrators:     Reading/ Library  Department;   Bilingual/ Bicultural 
Department;  Health,    Environmental,    and  Homemaking  Department; 
Creative  Arts   Department;   Career  Education  Department;  Academic 
Support  Department;  and  Physical  Education/Recreation  Department. 

The  function  of  this  division  shall  be  to  provide  the  educational 
support  programs  for  all  schools  in  the  District.     These  support 
progranns  include  curriculum  planning,    curriculum  evaluation, 
instructional  materials  review^,    curriculum  education  program 
developnr^.ent,    and  experimental  course  development  assistance. 


HISTORY /AUTHORIZATION 


Adopted:     Resolution  #58-12S-a  1,    August  12,    1975 
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ARTICLE  2  -  ADMINISTRATION 

PROFESSIONAL  AND  PUPIL  PERSONNEL  SERVICE  DIVISION 

The  Professional  and  Pupil  Personnel  Service  Division  shall 
be  administered  by  an  assistant  superintendent  who  will  report  to  the 
Associate  Superintendent,  Office  of  Instructional  Services. 

The  Assistant  Superintendent,  Professional  and  Pupil  Personnel 
Service  Division,  shall  supervise  the  following  departments  and  their 
administrators:  Pupil  Service  Department;  Certificated  Personnel  De- 
partment; Special  Education  Department;  Community  Relations  Department; 
and  Integration  Department. 

The  basic  function  of  this  division  shall  be  to  provide  those 
programs  and  services  that  relate  to  the  counseling,  guidance,  social  work, 
attendance,  special  education  needs  of  students  and  the  personnel  needs 
of  the  certificated  staff. 

These  programs  and  services  include  community  relations,  af- 
firmative action,  and  integration  of  students,  staff,  and  schools. 


Adopted:  Resolution  #58-12S-a  1,  August  12,  1975  P  2480 
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SECTION  OFFICE  OF  MANAGEMENT 
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The  Office  of  Management  shall  be  administered  by  a 
deputy  superintendent  who  will  report  directly  to  the  Superin- 
tendent of  Schools, 

The  Deputy  Superintendent,    Office  of  Management,    shall 
supervise  the  Internal  Auditor;  the  Supervisor,    Planning  and 
Evaluation;  and  the  Associate  Superintendent,   Office  of  Manage- 
ment Services. 

The  function  of  this  office  shall  be  to  provide  the  various 
management  programs  and  services  of  the  District, 

The  Deputy  Superintendent,    Office  of  Managenaent,    shall 
perforrij  the  duties  of  Acting  Superintendent  of  Schools  in  the 
absence  of  the  Superintendent  of  Schools. 


HISTORY /AUTHORIZATION 


Adopted:     Resolution  #58-12S-a  1,   August  12,    1975 


San  Francisco  Unified  School  District' 
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ARTICLE      2   -  ADMINISTRATION 
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SECTION  INTERNAL  AUDITING  OFFICE 
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The  Internal  Auditing  office  shall  be  administered  by  an 
internal  auditor  who  will  report  to  the  Deputy  Superintendent, 
Office  of  Management, 

The  Internal  Auditor  shall  supervise  the  staff  of  this 
office. 

The  function  of  this  office  shall  be  to  perform  independent 
and  responsible  internal  auditing  of  all  District  financial  accounts 
and  records;  to  develop  and  recommend  new  accounting  and 
auditing  procedures;  to  review  and  analyze  existing  accounting 
procedures  and  to  verify  compliance  with  established  require- 
ments. 


HISTORY /AUTHORIZATION 
Adopted:    Resolution  #58-12S-a  1,   August  12,   1975 

San  Francisco  Unified  School  District- 
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SECTION 


PLANNING  AND  EVALUATION  OFFICE 
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The  Planning  and  Evaluation  office  shall  be  adnninistered 
by  a  supervisor  who  will  report  to  the  Deputy  Superintendent, 
Office  of  Management, 

Thu  Supervisor,    Planning  and  Evaluation,   shall  supervise 
the  staff  of  this  office. 

The  basic  function  of  this  office  shall  be  to  provide  the 
District  with  attendance  accounting  services,    certain  standardized 
testing  programs,   and  other  research,   evaluation,   data  collection, 
and  reporting  services. 


HISTORY /AUTHORIZATION 


Adopted:    Resolution  #58-12S-a  1,   August  12,   1975 
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OFFICE  OF  MANAGEMENT  SERVICES 
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The  Office  of  Management  Services  shall  be  administered 
by  an  associate  superintendent  who  will  report  to  the  Deputy  Superin- 
tendent,   Office  of  Management, 

The  Associate  Superintendent,    Office  of  Management  Services, 
shall  supervise  the  following  departments  and  their  administrators: 
Budget  and  Finance  Department;  Facilities  Planning  Department; 
Maintenance  and  Operations  Department;  Field  Act  Relocation,    Trans- 
portation and  Reproduction  Department;   Classified  Personnel  Depart- 
nnent;  Legislation  Department;  Food  Services  Department;  Data 
Processing  Department;  and  Supplies  and  Audiovisual  Department. 

The  function  of  this  office  shall  be  to  direct  and  coordinate 
the  nnanagement  services  of  the  District  through  the  various  depart- 
mients  reporting  to  this  office.     These  management  services  include 
the  non-instructional  programs,    services  and  properties  of  the  District. 

The  Associate  Superintendent,    Office  of  Management  Services, 
shall  also  serve  as  the  district  adniinistrator  responsible  for  the 
planning  and  executing  of  ballot  proposals  and  arguments  for  issues 
approved  by  the  Board  of  Education  for  submission  to  the  electorate. 


HISTORY /AUTHORIZATION 
Adopted:    Resolution  #58-12S-a  1,    August  12,    1975 
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APPOINTMENT  OF  AFFIRMATIVE  ACTION 
OFFICER 
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The  Board  of  Education  Policy  P  4111.1,    established 
the  position  of  Affirmative  Action  Officer,    who  shall  be  respon- 
sible to  the  Superintendent  and  be  responsible  for  the  development 
and  maintenance  of  the  Affirmative  Action  Program  in  contract 
compliance  and  the  purchasing  of  supplies  and  services. 

The  Board  of  Education  has  approved  the  removal  of  the 
purchasing  of  supplies  and  services  from  the  jurisdiction  of  the 
City  Purchcser  and  assumed  this  responsibility. 

The  Board  intended  this  position  to  be  administrative 
and  directed  the  Superintendent  to  appoint  a  member  of  the 
administrative  staff  to  this  position. 

The  Superintendent  is  reconannending  a  decentralization 
of  the  administration  of  the  school  district  into  four  areas  and 
has  tentatively  reassigned  the  Affirmative  Action  Officer  to 
function  in  one  of  these  areas  in  addition  to  his/her  other  duties. 

Therefore,    the  Superintendent  is  directed  to  bring  to  the 
Board  by  the  first  meeting  in  August,    a  recommendation  for  a 
full-time  appointment  to  the  position  of  Affirmative  Action  Officer 
and  that  the  district's  procedure  for  filling  administrative 
positions  be  followed,    but  applicants  will  be  restricted  to  those 
who  already  occupy  an  administrative  position  in  keeping  with  the 
previous  Board  resolution. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #66-29A  13,    June  29,    1976 
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SECTION 


FINANCIAL  MANAGEMENT  ADVISORY 
COMMITTEE 
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Date;  August  18.    1976 


The  Board  of  Education  requests  the  Chamber  of  Commerce 
to  select  a  seven-member  Financial  Management  Advisory 
Committee  fromi  among  its  members.     The  purpose  of  this  Advisory- 
Committee  shall  be  to  assist  the  Board  of  Education  and  the 
Superintendent  of  Schools  in  the  following  areas: 

1,  Long-range  financial  planning, 

2,  Installation  of  an  Integrated  Financial  Management 
System, 

3,  Financial  reporting. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  i')^66-15  Sp  1,    June  29,    1976 


San  Francisco  Unified  School  District  ■ 


i 


.BOARD  OF  EDUCATION  POLICY 


ARTICLE      3     BUSINESS  AND  NON-INSTRUCTIONAL  OPERATIONS 


P  3115 


FIELD  ADMINISTRATORS'  REPRESENTATION  ON 
SECTION  BOARD  OF  EDUCATION'S  BUDGET  AND  FINANCE 
COMMITTEE 
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Date;    Cirt ^^.    ^Q-^^ 


The  Field  Administrators  are  requested  to  select  one  represen- 
tative to  serve  without  vote  on  the  Board  of  Education's  Budget 
and  Finance  Committee. 


HISTORY /AUTHORIZATION 


Adopted:     Resolution  #68-24  A7,    October  12,    1976 
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SECTION 
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The  Board  of  Education  does  hereby  authorize  the 
amendment  of  employees'  salaries  for  each  employee  requesting 
such  amendinent  of  salary  for  the  purpose  of  purchasing  or 
cancelling  a  tax  sheltered  annuity  contract  as  selected  by  each 
employee,    the  annuity  to  comply  with  the  provisions  of  Public  Law 
87-370,    Ssction  403(b)  of  the  United  States  Internal  Revenue  Code 
and  Section  17512  of  the  California  Revenue  and  Taxation  Code. 

The  Board  of  Education  shall  purchase  a  tax  sheltered 
annuity  contract  as  selected  by  the  employee  complying  with  the 
provisions  of  Section  403(b)  of  the  United  States  Internal  Revenue 
Code  and  Section  17512  of  the  California  Revenue  and  Taxation  Code 
for  the  indicated  employees;  said  purchase  to  be  with  the  insurance 
conapany  as  selected  by  the  ennployee  and  in  the  amount  as 
directed  by  the  employee  to  become  effective  as  soon  as  adminis- 
tratively possible. 


HISTORY /AUTHORIZATION 


Adopted:     Resolution  #66-15  Sp  2,    June  29,    1976 


San  Francisco  Unified  School  District- 
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Policy  Manual  P  3260 

ARTICLE  3  -  BUSINESS  AND  NON- INSTRUCTIONAL  OPERATIONS 

RENTALS  OF  PROPERTY 

All  rental  and  leasing  of  property,  improved  or  otherwise, 
shall  be  consummated  with  the  cooperation  of  the  Director  of  Property 
of  the  City  and  County  of  San  Francisco. 


1961  P  3260 


Policy  Manual  P  3260.1 

ARTICLE  3  -  BUSINESS  AND  NON-INSTRUCTIONAL  OPERATIONS 

AUTHORIZATION  FOR  SALES  OF  PERSONAL  PROPERTY 

The  Supervisor,  Supplies  and  Audiovisual  Department,  shall  be 
designated  as  representative  of  the  Board  and  Superintendent  to  adver- 
tise and  conduct  the  sale  of  District -owned  surplus  property  in  accordance 
with  the  provisions  of  Sections  16401  and  16402  of  the  Education  Code. 


Adopted:      Resolution  #49-10010,  September  10,  1974 

Amended:    Resolution  #55-6010 ,  May  6,  1975 

Revised:    Resolution  #58-12S-a  1,  August  12,  1975  P  3260.1 


Policy  Manual  P  3270 

ARTICLE  3  -  BUSINESS  AND  NON- INSTRUCTIONAL  OPERATIONS 

PARENT  GROUP  FUNDS  IN  SCHOOLS 

The  lalsing  and  spending  of  parent  group  funds  in  schools  sheill 
be  governed  by  the  following  standards. 

1.  School  money- raising  events  by  official  Parent-Teacher 
or  Mothers'  Club  groups  shall  be  limited  to  one  a  term. 
The  funds  so  raised  shall  remain  in  the  possession  of 
the  local  unit  which  group  shall  be  responsible  for  all 
accounting.  Under  no  circumstances  may  such  funds  be 
turned  over  to  the  principals  for  expenditures.  Money 
remaining  in  these  accounts  at  the  end  of  the  school 
yeai'  shall  be  carried  over  to  the  next  school  year. 

2.  Children's  participation  in  any  money- raising  event  is 
to  be  guided  by  sound  educational  purposes  and  practices. 

3.  No  admission  is  to  be  ch;arged  for  programs  involving 
the  performance  of  the  children  of  the  school  during 
school  hours, 

h.      The  principal,  assistant  principal,  and  not  less  than 
two  teachers  appointed  by  the  principal,  and  canparable 
representation  from  the  parent  group  shall  constitute 
the  School  Parent  Group  Fund  Expenditure  Committee 
within  the  school  and  shall  be  governed  by  the  standards 
ret  out  here. 

5.  The  recommendations  of  the  aforementioned  committee 
£^hall  be  submitted  for  approval  in  the  form  of  a 
written  request  in  triplicate  to  the  appropriate 
Assistant  Superintendent  of  the  level  involved. 

6.  The  Committee  shall  be  guided  by  the  following  regulations: 

a.  J'^inds  shall  be  spent  for  the  general  welfare  of 
the  children. 

b.  The  following  items  are  representative  of  expendi- 
tures serving  the  general  welfare  of  the  children: 

(1)  Approved  articles  of  uniform  for  members  of 
the  Safety  Patrol 

(2)  Flags  and  banners 

(3)  Pictures  and  related  works  of  art 
(k)     Phonograph  and  taoe  recordings 

(5)  Aquariums,  terrariums,  etc. 

(6)  Additional  sets  of  reference  books,  library 
books,  filmstrips,  and  s  bscriptions  for 
magazines;  subject  to  the  approval  of  the 
Director  of  Instructional  Materials 

(continued) 
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ARTICLE  3  -  BUSINESS  AND  NON- INaTRUCTIOML  OPERATIONS 

PARENT  GROUP  FUNDS  IN  SCHOOLS  (continued) 

(T)  Materials  for  extra-class  activities,  such  as 
craft,  hobby  or  science  clubs 

(8)  Candy  and  small  gifts  for  Christmas  parties 
or  similar  occasions 

(9)  Individual  philanthropic  purchases  for  pupils, 
such  as  car  tickets,  shoe  repairs,  haircuts, 
and  lunches 

d.  The  giving  of  money  is  not  considered  a  desirable 
practice.  Needed  articles  should  be  itemized  and 
requested. 

7.  Instructional  equipment  and  related  incidental  supplies, 
sui:h  as  spirit  duplicating  machines,  tape  recorders, 
record  players,  specialized  projectors,  room-darkening 
installations,  or  television  receivers,  may  be  purchased 
when  their  use  is  desirable  and  needed  beyond  the  comple- 
ment of  said  equipment  furnished  by  the  Board  of  Education, 
or  when  they  are  not  subject  to  reasonably  early  delivery 
tlirough  regular  school  channels.  All  such  equipment  items 
shall  be  commensurate  with  the  standards  of  like  items 
pui-chased  through  regular  school  procedure  and  shall  be 
approved  for  purchase  by  that  central  office  administra- 
tor most  closely  associated  with  the  items  in  regular 
Bchool  procurement,  as  well  as  the  Assistant  Superinten- 
dent of  the  division  concerned. 

8.  Furnishings  for  an  auxiliary  room,  such  as  library, 
teachers'  lunchroom,  or  office  are  not  considered 
legitimate  items  for  purchase. 

9.  Parchases  of  items  estimated  to  have  a  value  of  fifty 
dollars  or  more  shall  be  submitted  to  the  Board  of 
Education  for  approval  upon  the  recommendation  of  the 
Superintendent. 

10.  Any  equipment  or  items  acquired  under  the  provisions 
of  this  article  shall  become  the  property  of  the 
San  yrancisco  Unified  School  District  and  may  not  be 
disposed  of  except  through  the  regular  procedure  of  the 
Board  of  Education.  The  School  District  shall  there- 
after be  responsible  for  the  maintenance  and  repair  of 
such  items  but  not  for  the  replacement  in  the  event  of 
theft. 
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REQUISITIONS,    WORK  ORDERS,    ENCUMBRANCES, 
SECTION       CONTRACTS,    AND  CONTRACT  MODIFICATIONS 
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Date;    Ort.    ?.n,    1Q7^ 


1.  Purchasing  Pequirements  up  to  $8,  000  are  to  be 
processed  for  purchasing  action  on  a  concurrent  basis  as 
CI  Resolution  items  rather  than  waiting  Board  Resolution 
to  proceed.  i 

2.  Approval  of  Documents  for  Work  to  be  Perfornned 

by  City  Departments.     The  Board  of  Education  shall  approve  all 
job  estimates    for  maintenance  of  the  school  plant,    inter- 
departmental work  orders,    authorizations  for  work  to  city 
departments  prior  to  connmencement  of  work,    and  encumbrances 
for  services  in  connection  with  the  school  building  program, 
except  when  the  estinaated  amount  is   under  $8,  000,    no  prior 
approval  shall  be  required. 

3.  Contracts  and  contract  modifications   up  to  $8,  000 
in  connection  with  the  school  building  program  are  to 

be  processed  on  a  concurrent  basis  as  Wl  Pesolution  items. 
Those  items  in  excess  of  $8,  000  are  to  be  presented  to  the 
Board  for  prior  approval. 


HISTORY /AUTHORIZATION 


A  dopted: 
Amended: 
Amended: 
Amended: 


Resolution  #02  -3S-g  2,    February  3, 
Resolution  #35-29A4,    May  29,    1973 
Resolution  #64-13B9,    April  27,    1976 
Resolution  #66-22Sp3,    October  12,    1976 
I  San  Francisco  Unified  School  District  — 
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Policy  Manual  P  3520 

ARTICLE  3  -  BUSINESS  MD  NON- INSTRUCTIONAL  OPERATIONS 

MAINTENANCE  AND  USE  OF  SCHOOL  PROEERTY 

The  Principal  shall  give  instructions  consistent  with  the 
State  Education  Code  and  the  administrative  regulations  of  the 
San  Francisco  'Bj.Mic  Schools  for  the  use,  care,  and  sanitary  condition 
of  school  yards,  buildings,  furniture,  books,  and  equipment  to  Insure 
their  being  kept  neat  and  in  proper  condition. 

In  the  case  of  willful  damage  or  destruction  of  school  prop- 
erty the  Superintendent  is  authorized  to  collect  as  he  deems  advisable, 
through  the  Legal  Adviser,  for  the  loss  from  the  offenders  or  their 
parents  or  guardians. 


The  Superintendent'  s  office  and  the  Police  Departinent  must 
be  notified  at  once  by  telephone  of  any  theft  or  other  depredation. 

Authorization  shall  be  given  for  school  yarci  gates  to 
remain  unlocked  during  times  that  school  is  not  in  session  at  the 
discretion  of  the  individual  site  administrator. 


1961  P  3520 

Amended:      Resolution  fi2k-2hA2,   April  2k,   1973 


Policy  Manual  P  3521 

ARTICLE  3  -  BUSINESS  AND  NO N -INSTRUCTIONAL  OPERATIONS 

EXPENDITURE  OF  MAINTENANCE  FUNDS 

An  organization  consisting  of  the  Director  of  Maintenance  and 
Operations  and  his  staff,  and  site  administrators,  teachers,  community 
and  student  advisory  committees  and  the  Citizens'  Advisory  Committee 
shall  formulate  a  program  for  the  expenditure  of  funds  and  setting  of 
priorities  for  maintenance  and  operations  within  the  San  Francisco  Uni- 
fied School  District  on  a  fiscal  year  basis. 


I 


Adopted:    Resolution  #111 -4A1,  Decembers,  1971 


P  3521 
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ARTICLE  3  -  BUSINESS  AND  NON-INSTl^UCTIONAL  OPERATIONS 
COMMUNITY-SCHOOL  CONSTRUCTION  PROJECTS 


The  following  procedures  by  which  the  community  may  partici- 
pate in  the  active  improvement  of  schoolyard  facilities  shall  be 
established.  These  procedures  will  permit  the  School  District  to 
exercise  control  over  each  individual  project, 

A.  Communication  between  the  community  group,  principaLI, 
and  the  administrative  departments  will  be  encouraged 
throughout  the  development  of  plans.  When  plans  are 
formulated,  a  meeting  will  be  arranged  with  the  school 
applicant,  the  project  designer,  the  school  principal 
and  representatives  of  the  Maintenance  and  Operations 
Division,  Physical  Education  and  Health  Division,  and 
the  appropriate  Field  Instructional  Services.  One  week 
prior  to  this  meeting,  a  set  of  plans  will  be  submitted, 
Riving  the  administrative  representatives  an  opportunity 
to  study  the  proposed  plans.  The  plans  will  include 

a  statement  indicating  specifically  the  manner  in  which 
the  community  and  school  will  coordinate  their  efforts. 
Written  minutes  of  the  meeting  will  be  dispersed  to  all 
parties  involved. 

B.  Sufficient  drawings  regarding  construction  methods  and 
material  selection,  reflecting  decisions  made  in  the 
aforementioned  meeting,  shall  be  presented  to  the 
Maintenance  and  Operations  Division.  Any  further 
questions  arising  shall  be  resolved  by  mutual  consent. 
Periodic  on-site  inspection  during  the  course  of  con- 
struction shall  be  provided  by  the  Maintenance  and 
Operations  Division  in  conjunction  with  the  Bureau  of 
Architecture. 

C.  The  School  District  shall  secure  liability  insurance  to 
cover  special  projects  involving  school-community  groups. 

p.   The  Physical  Education/Recreation  Department  and  the 
Maintenance  and  Operations  Department  shall,  within  lU 
oays  of  notification  that  a  project  has  been  completed, 
inspect  the  completed  installation  as  to  safety  for  use 
by  school  children. 

E.   The  above  procedure  may  be  modified  or  changed  to  conform 
to  existing  state  or  district  school  codes  or  construction 
codes  of  the  City  and  County  of  San  Francisco. 


Adopted:  Resolution  #36-19A2,  June  19,  1973 

Revised:  Resolution  #58-12S-a  1,  August  12,  1975  P  3522 
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ARTICLE  3  -  BUSINESS  AND  NON- INSTRUCTIONAL  OPERATIONS 

MANAGEMENT  OF  SCHOOL  CAFETERIAS 

Vhe  Director,  Food  Services  Department,  will  supervise  all 
cafeterias  and  light  lunch  facilities.  The  Director,  Food  Services 
Department,  is  responsible  to  the. Associate  Superintendent,  Office  of 
Management  Services,  except  in  those  schools  where  a  training  program 
is  operated  in  connection  with  the  cafeteria. 

It  is  the  ultimate  objective  of  this  program  to  make  avail- 
able some  type  of  food  service  in  all  schools  where  this  seirvice  is 
deemed  desirable  and  practical. 

No  meals  will  be  served  in  cafeterias  or  light  lunch  facil- 
ities without  reimbursement  except  as  noted  in  P  3546.1.  These  facil- 
ities will  be  operated  on  a  non-profit  basis,  but  prices  charged  shall 
be  sufficient  to  cover  cost  of  food,  labor,  and  miscellaneous  supplies. 

The  Superintendent  may  authorize  the  student  body  organizations 
in  each  senior  high  school  to  operate  a  soft  drink  Vending  machine.  No 
such  equipment  is  to  be  installed  in  any  other  school  cafeteria  or  by 
any  person  or  organization  except  with  the  written  permission  of  the 
Director^  Food  Services  Department. 

All  physical  equipment  deemed  necessary  to  set  up  cafeterias 
or  light  lunch  facilities  and  all  maintenance  and  replacement  of  equip- 
ment, with  the  exception  of  the  soft  drink  vending  machines  referred 
to  above,  will  be  provided  by  the  Board  of  Education;  the  cost  shall  be 
a  charge  against  school  district  funds. 

The  Food  Services  Department  shall  be  allowed  purchases  of 
supplies  and  services  on  an  RIQ  basis  for  amount  to  the  limits  estab- 
lished by  the  Education  Code,  Section  15953,  which  permits  purchases 
up  to  $8,000  on  single  price  quotations  and  that  the  ceiling  on  re- 
quisitions requiring  individual  authorization  by  the  Board  shall  be 
$8,000. 

Wherever  possible  every  effort  shall  be  made  to  establish 
contracts  through  the  bid  process  and  only  after  the  failure  of  that 
system  to  revert  to  the  open  market  contract. 


1961 

Amended:  Resolution  #312-10S3,  December  10,  1975 

Amended:  Resolution  #52-25S-p  2,  March  4,  1975 

Revised:  Resolution  #58-12S-a  1,  August  12,  1975 
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ARTICLE  3  -  BUSINESS  AND  NON- INSTRUCTIONAL  OPERATIONS 

CAFETERIAS  -  FREE  OR  REDUCED  PRICE  MEAIB  FOR  NEEDY  PUPILS 


In  accordance  with  the  provisions  of  Education  Code  Section 
11870,  the  Boerd  of  Education  has  authorized  the  Superintendent  to 
provide  lunches  without  charge  or  at  a  reduced  price*  for  pupils  with- 
in the  district  who  do  not  otherwise  receive  proper  nourishment. 

The  same  administrative  regulation  which  governs  the  furnish- 
ing of  free  mealt  to  students  from  district  funds  applies  to  those 
pupils  entitled  to  free  miUt  provided  from  funds  from  any  source. 


Amended  pursuant  to  Board  of 
Education  Resolution  No.  95-6S2 
May  6,  1969. 
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ARTICLE  3  -  BUSINESS  AND  NON- INSTRUCT ION  OPERATIONS 

SCHOOL  BREAKFAST  PROGRAM 

The  Superintendent  of  Schools  shall  be  authorized  and  directed 
to  implement  a  plan  for  the  provision  of  nutritious  breakfasts  for  all 
children  in  the  San  Francisco  Unified  School  District  at  the  earliest 
possible  date,  with  provisions  for  a  no  cost  or  reduced  price  breakfast* 


Adopted:  Resolution  #45-14A7,  May  14,  1974  P  3546.2 
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ARTICLE  3  -  BUSINESS  AND  NON -INSTRUCTIONAL  OPERATIONS 

POLICY  OF  NAMING  SGH00I5 

Schools  of  the  San  Francisco  Unified  School  District  shall  be 
named  after  persons  who  have  made  outstanding  contributions  to  the  field 
of  public  education  and/or  the  national  cultural  heritage  of  the  United 
States  of  America . 

In  no  ease,  excepting  an  ex-President  of  the  United  States, 
should  a  building  be  named  after  a  person  living  at  the  time  the  build- 
ing is  erected.  Furthermore,  if  a  building  is  being  replaced,  considera- 
tion should  be  given  to  giving  the  new  building  the  name  of  the  building 
it  replaces  if  there  is  a  demand  from  the  community  for  such  action. 


Resolution  #2U-27A3 

adopted  by  the  Board  of  Education 

April  27,  1972 
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ARTICLE  3  -  BUSINESS  AND   HON- INSTRUCTIONAL  OPERATIONS 

MEMORIALS 

It  is  the  policy  of  the  Board  of  Education  that  memorials 
should  not  te  placed  in  public  school  buildings  or  grounds,  provided, 
however,  that  nieinorials  commemorating  former  students  who  have  been 
killed  in  wai'  may  be  so  placed  if  authorized  by  the  Superintendent  of 
Schools. 
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ARTICLE  3  -  BUSINESS  AND  NON -INSTRUCTIONAL  OPERATIONS 

POLIC:^  FOR  SELECTION  OF  ARCHITECTS  FOR  SCHOOL  BUILDING  PROJECTS 


It  is  the  intention  of  the  Board  of  Education,  in  the  selec- 
tion of  architects  for  school  building  projects,  that  the  following 
objectives  be  achieved: 

A.  That  parents,  interested  community  organizations,  teach- 
ers, administrators  and  central  office  personnel  be 
broioght  together  in  a  cooperative  program  in  the  review 
and  final  selection  of  architectural  firms  for  specific 
school  building  projects.  This  cooperative  program,  to 
b3  designated  as  the  Architectural  Selection  Committee, 
shall  include  a  representation  from  parents,  teachers 
and  administrators  of  the  school  service  area  involved. 

It  is  intended  that  the  same  groups  become  involved  in 
the  development  of  educational  specifications,  and  in 
the  review  and  critical  analysis  of  the  planjiing  of 
these  community  schools.  It  will  be  expected  that  the 
fina].  result  will  be  community  schools  which  meets  the 
needs  and  the  desires  of  the  community,  of  the  City  and 
of  the  School  District. 

B.  It  will  be  esqpected  that  the  procedures  used  in  the  se- 
lection of  architects  will  be  such  that  they  encourage 
all  kinds  of  competent  architects  including  small  orga- 
nizations, minority  organizations,  individual  architects 
as  well  as  those  who  have  served  the  School  District  well 
over  the  past  many  years.  It  will  be  important  to  \ise 
the  facilities  of  the  American  Institute  of  Architects, 
both  vith  respect  to  the  Bay  Area  eind  the  State  of 
California. 

C.  The  Board  of  Education  shall  make  the  final  determina- 
tion which  of  the  three  recommended  firms  submitted  by 
the  Director  of  Public  Works  shall  be  selected. 


Adopted  by  Board  of  Education 
October  29,  19^9 
Res.  No.  9IO-29AI 
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ARTICLE  3  -  BUoINESS  AND  NON -INSTRUCTIONAL  OPERATIONS 

AFFIRMATIVE  ACTION  POLICY  FOR  THE  HIRING  OF  MINORITY 
PERSON])jEL  IN  CONSTRUCTION  OF  PUBLIC  SCHOOLS 


1.  Statement  of  purpose 

On  January  16,  I968.  the  San  Francisco  Unified  School  District 
adopted  Resolution  #81-16a1  placing  itself  xrnder  the  provisions 
of  Sections  12B.1  and  12B.2  of  the  San  Francisco  Administrative 
Code,  Ordinance  26I-66  as  amended  by  Ordinance  3^0-68,  requiring 
non-discriminatory  employment  in  all  city  contracts  to  the  S6ui 
Francisco  Unified  School  District. 

The  purpose  of  the  Affirmative  Action  Policy  is  to  insure  equal 
employment  opportunity  on  construction  projects  and  the  procure- 
ment of  supplies  and  services  for  the  San  Francisco  Unified  School 
District  (SFUSD).  The  SFUSD  will  work  in  cooperation  and  in  con- 
junction with  the  San  Francisco  Human  Rights  Commissioner  (SFHRC) 
in  all  phases  of  its  Affirmative  Action  Policy. 

2.  Administrative  Responsibility 

Under  the  general  direction  of  the  San  Francisco  Unified  School 
District  Board  of  Education,  the  Superintendent  of  Schools  has 
been  assigned  responsibility  for  carrying  out  this  policy. 

3.  Policy 

In  order  to  promote  the  full  realization  of  equal  employment 
opportunity  or  SFUSD  construction  projects,  supply  and/or  service 
contracts,  it  is  the  policy  of  the  San  Francisco  Board  of  Educa- 
tion that  no  contract  or  subcontract  shall  be  awarded  for  SRJSD 
construction,  supply  and/or  service  contract  whose  cost  exceeds 
$100,000  unless  the  bidder  submits  an   acceptable  affirmative 
action  program  which  shall  include  specific  goals  of  minority 
manpower  utilization,  meeting  the  standards  included  in  the  in- 
vitation or  other  solicitation  of  bids.  Further,  the  bidder  shall 
attempt  to  include  minority  group  contractors  among  his  subcon- 
tractors. 

k.     Acceptability  of  Affirmative  Action  Programs 

A  bidder's  affirmative  action  program  will  be  acceptable  if  the 
specific  goals  set  by  the  bidder  meet  the  definite  standards  of 
the  specifications.  Such  goals  shall  be  applicable  to  each  of 
the  designated  trades  to  be  used  in  the  performance  of  the  contract 
whether  or  not  the  work  is  to  be  subcontacteT^  Hawever,  partic- 
ipation in  a  raulti -employer  program  approved  by  SFUSD  shall  be 
acceptable  in  lieu  of  a  goal  for  the  trade  involved  in  such 
training  program.   In  no  case  shall  there  be  any  negotiation 
over  the  provisions  of  the  specific  goals  submitted  by  the  bidder 
after  the  opening  of  bids  and  prior  to  the  award  of  the  contract. 

(continued) 
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ARTICLE  3  -  BUSINESS  AND  NON -INSTRUCTIONAL  OPERATIONS 

AFFIRMATIVE  ACTION  POLICY  FOR  THE  HIRING  OF  MINORITY 
PERSONNEL  IN  CONSTRUCTION  OF  PUBLIC  SCHOOLS  (continued) 

5.  Specific  Goals  and  Definite  Standards 

The  SFUSD  will  determine  the  definite  standards  to  be  Included  in 
the  Invitation  for  bids  or  other  solicitation  used  for  every  SFUSD 
construction  supply  and/or  service  contract  when  the  estimated 
total  cost  of  the  contract  exceeds  $100,000.  Such  definite  stsm- 
dards  shall  specify  the  range  of  minority  manpower  utilization 
expected  for  each  of  the  designated  trades  to  be  used  during  the 
performance  of  the  contract.  To  be  eligible  for  the  award  of  the 
contract,  the  bidder  must,  in  the  affirmative  action  program  sub- 
mitted with  his  bid,  set  specific  goals  of  minority  manpower 
utilization  that  meet  the  definite  standard  included  in  the 
invitation  or  other  solicitation  for  bids  unless  the  bidder  par- 
ticipates in  a  multi -employer  program  approved  by  SFUSD. 

6.  Invitation  for  Bids  or  Other  Solicitations  for  Bids 

The  SFUSD  ehall  include  in  the  invitation  for  bids,  or  other 
solicitation  used  for  a  contract  when  the  estimated  total  cost 
of  the  contract  exceeds  $100,000,  a  notice  stating  that  to  be 
eligible  for  award,  each  bidder  will  be  required  to  submit  an 
acceptable  afflnnatlve  action  program  consisting  of  goals  as  to 
minority  group  participation  for  the  designated  trades  to  be 
iised  in  the  performance  of  the  contract  —  whether  or  not  the 
work  is  subcontracted.  Such  notice  shall  include  the  determi- 
nation of  the  range  of  minority  group  utilization  that  should 
result  from  an  effective  affirmative  action  program.  The  form 
of  such  notice  shall  be  substantially  similar  to  the  one  attached 
as  an  appendix  to  this  policy  statement.  To  be  acceptable,  the 
affirmative  action  program  must  contain  goals  that  are  at  least 
within  the  rsnge  described  In  the  above  notice.  Such  goals  must 
be  provided  for  each  designated  trade  to  be  used  in  the  performance 
of  the  contracx,  except  that  goals  are  not  requried  with  respect 
to  trades  covered  by  an  SFUSD  approved  multi -employer  program. 

7.  Post-Award  Compliance 

The  SFUSD  shall  review  contractors,  subcontractors,  supplier  and/ or 
service  contractors'  practices  during  the  performance  of  the  con- 
tract. If  the  goals  set  forth  in  the  affirmative  action  program 
are  being  met,  the  contractor  or  subcontractor,  supplier  and/or 
service  contractor  will  be  presumed  to  be  in  compliance  with  the 
equal  employment  opportunity  requirement  tinless  it  comes  to  the 
SFUSD 's  attention  that  such  contractor,  subcontractor,  supplier 
and/or  service  contractor  is  not  providing  equal  employment 
opportunity.  In  the  event  of  failure  to  meet  the  goals,  the 
contractor  shall  be  given  an  opportunity  to  demonstrate  that 
he  made  every  good  faith  effort  to  meet  his  commitment.  In 
any  proceeding  in  which  such  good  faith  performance  is  an 

(continued) 
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ARTICLE  3  -  BUSniESS  AND  NON -INSTRUCT ZONAL  OPERATIONS 

AFFIRMATIVE  ACTION  POLICY  FOR  THE  HIRING  OF  MINORITY 
PERSONNEL  IN  CONSTRUCTION  OF  PUBLIC  SCHOOLS  (continued) 

Issue,  the  contractor's  entire  compliance  posture  shall  be  re- 
viewed and  evaluated  in  the  process  of  considering  the  imposi- 
tion of  sanctions.  Where  the  San  Francisco  Human  Rights 
Commission  finds  that  the  contractor,  subcontractor,  supplier 
and/or  service  contractor  has  failed  to  comply  with  the  equal 
employment  opportunity  requirements  and  its  obligations  tinder 
its  affirmative  action  program,  the  SFHRC  shall  take  such  action 
and  impose  such  sanctions  as  specified  in  San  Francisco  Ordi- 
nances No.  261-66  and  3^0-68. 

8.  Criteria  for  Measuring  Good  Faith 

This  Policy  Statement  provides  that  a  contractor  will  be  given 
an  opportunity  to  demonstrate  that  he  has  made  every  good  faith 
effort  to  meet  his  goal  of  minority  manpower  utilization  in  the 
event  he  fails  to  meet  such  goal.  If  the  contractor  has  failed 
to  meet  his  goal,  a  determination  of  "good  faith"  will  be  based 
upon  his  efforts  to  broaden  his  recruitment  base  throvigh  at  least 
the  following  activities: 

(a)  Any  contractor,  sub -contractor,  supplier  and/or  service 
contractor  who  has  not  met  his  goals  may  exhibit  evidence 
that  he  has  notified  the  San  Francisco  Human  Rights  Com- 
mission, listed  community  organizations  and  any  other 
minority  referral  services  of  opportunities  for  employment 
vith  him  on  the  project  for  which  he  submitted  such  goals 
as  well  as  evidence  of  their  response.  The  SFHRC  and  the 
SFUSD  will  maintain  a  list  of  community  organizations  that 
have  agreed  to  assist  any  contractor  in  achieving  his  goal 
of  minority  manpower  utilization  by  referring  minority 
workers  for  employment  in  the  specified  trades. 

(b)  Any  contractor  and/ or  supplier  who  has  not  met  his  goal 
may  show  that  he  has  maintained  a  file  in  which  he  has 
recorded  the  name  and  address  of  each  minority  worker 
referred  to  him,  and  specifically  what  action  was  taken 
with  respect  to  each  such  referred  worker.  If  such  worker 
was  not  sent  to  the  union  hiring  hall  for  referral  or  if 
such  worker  was  not  employed  by  the  contractor  and/or 
supplier  their  files  should  document  this  and  the  reasons 
therefor, 

(c)  A  contractor  and/or  supplier  should  promptly  notify  the 
SFUSD  in  order  for  the  SFUSD  to  tsike  appropriate  action 
whenever  the  union  with  whom  the  contractor  and/or  supplier 
has  a  collective  bargaining  agreement  has  not  referred  to 
the  contractors  and/or  supplier  a  minority  worker  sent  by 
the  contrsictor  and/ or  supplier  or  the  contractor  and/or 
supplier  has  other  information  that  the  tinion  referral 
process  has  impeded  him  in  his  efforts  to  meet  his  gosil. 

(continued) 
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ARTICLE  3  -  BUSirJESS  AND  NON-INSTRUCTIONAL  OPERATIONS 

AFFIRMATIVE  ACTION  POLICY  FOR  THE  HIRING  OF  MINORITY 
PERSOM!EL  IN  CONSTRUCTION  OF  PUBLIC  SCHOOLS  (continued) 

(d)  The  contractor  and/or  supplier  should  be  able  to  demonstrate 
that  he  has  participated  in  and  availed  himself  of  training 
progrsans  in  the  eirea. 

9.  Subc  ontrac  t ors 

Whenever  a  prime  contractor  subcontracts  a  portion  of  the  work  in 
the  trade  on  which  his  goals  of  minority  manpower  utilization  are 
predicated  he  shall  include  his  goals  in  such  subcontract  and  those 
goals  shall  become  the  goals  of  his  subcontractor  who  shall  be  bound 
by  them  and  by  this  Policy  Statement  to  the  full  extent  as  if  he 
were  the  prime  contractor.  The  prime  contractor  shall  be  account- 
able for  the  failure  of  his  subcontractor  to  meet  such  goals  or  to 
make  every  good  faith  effort  to  meet  them.  However,  the  prime 
contractor  shall  give  notice  to  the  SFUSD  of  any  refusal  or  failure 
of  ajiy  subcontractor  to  fulfill  his  obligations  under  this  Policy 
Statement.  Failure  of  the  subcontractor  to  achieve  his  goal  will 
be  treated  in  the  manner  prescribed  in  San  Francisco  Ordinances 
261-66  and  3^0-68. 

10.  SFUSD  Equal  Employment  Opportunity  Program 

This  section  sets  forth  the  program  the  SFUSD  shall  follow  to  assure 
equal  opportunity  of  employment. 

A.  There  shall  be  appointed  aji  Affirmative  Action  Officer  who 
shall  report  to  the  Superintendent  of  Schools,  or  his 
designee. 

B.  The  Affirmative  Action  Officer  shall  publish  this  Equal 
Employment  Opporttinity  Program  in  such  manner  as  to  make 
it  known  to: 

(a)  Appropriate  Federal  and  State  agencies 

(b)  The  Human  Rights  Commissioner  of  San  Francisco 

(c )  Employees  and  applicants  for  employment 

(d)  Sources  of  employee  referral  including  those  with 
minority  group  affiliation 

(e)  Contractors,  subcontractors,  suppliers,  trade 
associations  and  \inions 

(f)  Community  organizations  including  those  with  minority 
group  membership 

(g)  The  general  public 

(continued) 
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ARTICLE  3  -  BUSINESS  AND  NON -INSTRUCTIONAL  OPERATIONS 

AFFIRM.\TIVE  ACTION  POLICY  FOR  THE  HIRING  OF  MINORITY 
PERSOMNJIL  IN  CONSTRUCTION  OF  PUBLIC  SCHOOLS  (continued) 

C.  The  Affirmative  Action  Officer  shall  be  charged  with  the 
responsibility  of  assuring  compliance  and  reporting  progress 
under  this  program.  He  shall  provide  an  effective  system  of 
maintaining  ethnic  data  on  all  contractors  aad/or  suppliers' 
employees,  consistent  with  State  Lav. 

D.  The  Affirmative  Action  Officer  shall  disseminate  infonnation 
on  progreas  of  equal  employment  opportunities. 

E.  The  Affirmative  Action  Officer  will  be  available  for  con- 
sultation by  all  parties  for  information  on  methods  of  deal- 
ing with  prejudice  or  discrimination  which  may  be  directed 
at  minority  group  employees. 

F.  The  Affirmative  Action  Officer  shall  establish  a  system  for 
the  fiUj-iig  and  processing  of  complaints  by  employees  of  con- 
tractors, subcontractors,  supply  and  service  contractors  and 
applicaf)ts  for  employment  by  contractors,  subcontractors, 
supply  and  service  contractors  to  assure  prompt  and  equitable 
handling . 

The  SFUSD  shaLl  require  a  mandatoiy  ratio  of  not  less  than  one 
apprentice  for  each  five  journeymen  in  each  trade  employed  on  a 
SFUSD  construction  project,  unless  the  unemployment  in  that  trade 
has  exceeded  15  per  cent  for  the  last  three  months. 

11.  Procurement  of  Supplies  and  SejnrLces 

The  San  Francisco  Unified  School  District  is  an  Equal  Opportiinity 
Employer.  It  is  the  intent  of  the  San  Francisco  Unified  School 
District  that  all  prospective  bidders  for  the  procurement  of 
supplies  and  services  required  by  the  District  be  in  compliance 
with  the  provisions  of  the  Equal  Employment  Opportunity  Com- 
mission's guidelines. 

APPENDIX  I 

(For  inclusion  in  the  Invitation  or  Other  Solicitation  for  Bids  for  a 
SFUSD  Construction  Contract,  Supply  Contract,  and  Services  Contract 
when  the  Estimated  Total  Cost  of  the  Contract  Exceeds  $100,000) 

NOTICE  OF  REQUIREMENT 
FOR  SUBMISSION  OF  AFFIRMATIVE  ACTION  PLAN 
TO  imSURE  EQUAL  EMPLOYMENT  OPPORTUNITY 

1.  It  has  been  determined  that  in  the  performance  of  this  contract 
an  acceptable  affirmative  action  program  for  the  trades  specified 
below  will  result  in  minority  manpower  utilization  with  the  ranges 
set  forth  next  to  each  trade: 

^  (continued) 


-6- 

Policy  Manual  p  3665 

ARTICLE  3  -  BUSITCESS  AND  NON -INSTRUCTIONAL  OPERATIONS 

AFFIRMATIVE  ACTION  POLICY  FOR  THE  HIRING  OF  MINORITY 
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Identification 

of  Trade  Retnge  of  Minority  Group  Employment 


2.  The  bidder  shall  submit,  in  the  form  specified  below,  with  his  bid 
an  Affirmative  Action  Program  setting  forth  his  goals  as  to  minor- 
ity manpower  utilization  in  the  performance  of  the  contract  in  the 
trades  specified  below,  whether  or  not  the  work  is  subcontracted. 
The  bidder  submits  the  following  goals  of  minority  manpower 
utilization  to  be  achieved  during  the  performance  of  the  contract: 

Identification    Estimated  Total  Employment    Number  of  Minority 
of  Trade      for  the  Trade  on  the  Contract  Group  Ijgployees 


(The  bidder  shall  insert  his  goal  of  minority  manpower  utilization 
next  to  the  name  of  each  trade  listed  for  the  time  during  which  it 
is  contempjated  that  he  shall  perform  any  work  or  engage  in  any 
eictivity  under  the  contract). 

3.  The  bidder  also  submits  that  whenever  he  subcontracts  a  portion  of 
the  work  In  the  trade  on  which  his  goals  of  minority  manpower 
utilization  are  predicated,  he  shall  include  his  goals  in  such 
subcontract  and  those  goals  shall  become  the  goals  of  his  sub- 
contractor who  shall  be  bound  by  them  to  the  full  extent  as  if  he 
were  the  prime  contractor.  The  prime  contractor  shall  be  account- 
able for  the  failxire  of  his  subcontractors  to  meet  such  goals  or 
to  make  every  good  faith  effort  to  meet  them.  The  prime  contractor 
shall  give  notice  to  the  SFUSD  of  any  refusal  or  failure  of  any 
subcontractor  to  fulfill  his  obligations  xmder  the  SFUSD  policy. 
Failvure  of  the  subcontractor  to  achieve  his  goal  will  be  treated 
in  the  manner  as  prescribed  in  Ssm  Francisco  Ordinances  26I-66  and 
3^0-68. 

k.     No  bidder  will  be  awarded  a  contract  unless  his  affirmative  action 
program  contains  goals  falling  within  the  range  set  forth  in  para- 
graph 1  above,  provided,  however,  that  participation  by  the  bidder 
in  raulti-e/nployer  programs  approved  by  the  SFUSD  will  be  accepted 
as  satisfying  the  requirements  of  this  Notice  in  lieu  of  submission 
of  goals  with  respect  to  the  trades  covered  by  such  multi -employer 
program.  In  the  event  that  such  multi -employer  program  is  appli- 
cable, the  bidder  need  not  set  forth  goals  in  paragraph  2  above 
for  the  trades  covered  by  the  program. 

5.  For  the  purpose  of  this  Notice,  the  term  minority  means  Negro, 
Oriental,  (Oriental  includes  all  persons  of  Chinese,  Japanese, 
and  Korean  origin  or  ancestry)  American  Indian,  Spanish-Sumamed 
American,  and  other  non -white.  Spanish-Sumamed  American  includes 

(continued) 
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a3J.  persons  of  Mexican,  Latin  American,  Puerto  Rican,  Cuban,  or 
Spanish  origin  or  ancestry.  Other  non -white  Includes  all  Filipinos, 
Hawailajns^  Aleuts,  Eskimos,  and  Asians  other  than  those  counted  as 
Oriental. 

6.  The  purpose  of  the  contractor  and/or  supplier's  commitment  to 
specific  goals  as  to  minority  manpower  utilization  is  to  meet  his 
affirmative  action  obligations  under  the  equal  opporttmity  clause 
of  the  contrsict.  This  commitment  is  not  intended  and  shall  not  be 
used  to  discriminate  against  £iny  qualified  applicant  or  employee. 
Whenever  it  comes  to  the  bidder's  attention  that  the  goals  are 
being  used  xn  a  discriminatory  manner,  he  must  report  it  to  the 
SFUSD  in  order  that  appropriate  sanction  proceedings  may  be  in- 
stituted . 

7.  Nothing  contained  in  this  Notice  shall  relieve  the  contractor 
and/or  supplier  fix)m  compliance  with  other  Federal,  State,  or 
local  laws.  Regulations  or  Policies. 

8.  The  bidder  agrees  to  keep  such  records  and  to  file  such  reports 
relating  to  the  provisions  of  this  Order  as  shall  be  required  by 
the  contracting  or  administering  agency. 

APPENDIX  II 

CLASS  TITLE:  AFFIRMATIVE  ACTION  OFFICER 
SAN  FRANCISCO  UNIFIED  SCHOOL  DISTRICT 

CHARACTERISTICS  OF  THE  CLASS; 

Under  general  direction,  assists  in  the  planning  and  implementation  of 
a  program  of  employment  services  to  insure  and  promote  fair  employment 
practices  eind  affirmative  sictions  under  the  Nondiscrimination  Ordinance 
#261-66  and  #3^0-63,  to  reduce  or  eliminate  existing  inequalities  and 
disadvantages  related  to  employment;  assists  in  carrying  out  the  direc- 
tives of  the  Board  of  Education  and  the  policies  of  the  San  Francisco 
Human  Rights  Commission  in  the  field  of  fair  employment;  conducts  in- 
vestigations of  the  chfiirges  of  employment  discrimination;  carries  out 
a  program  of  compliance  with  the  Nondiscrimination  Ordinance  and  related 
regulations  and  policies  on  the  part  of  all  contractors,  sub -contractors, 
suppliers  and  concessionaires  who  have  contracts  or  agreements  to  render 
any  personal  seirvlces  to  the  San  Francisco  Unified  School  District;  con- 
ducts contrsict  related  approvals,  evaluations,  inspections  and  investi- 
gations, meetings  and  conferences;  represents  the  San  Francisco  Unified 
School  District  at  conferences  and  hearings;  recommends  appropriate 
action  to  effect  cojtpliance;  and  performs  related  duties  as  required. 

(continued) 
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EXAMPLE  OF  DUTIES; 

1.  Reviews  and  monitors  contract  developments  to  insure  achieving 
equal  employment  opportunity  objective;  conducts  physical  on- 
site  inspections  of  employment  practices  of  contractors,  sub- 
contractors emd  suppliers  to  clarify  misunderstandings, 

2.  Services  afflnnative  action  programs  developed  \inder  agreements 
between  the  San  Francisco  Unified  School  District,  the  San 
Francisco  Human  Rights  Commission,  employers,  labor  unions  and 
civil  rights  groups. 

3.  Advises  San  Francisco  Unified  School  District  personnel  on 
implementation  of  laws,  executive  orders,  regulations  smd  pro- 
cedures pertaining  to  equal  opportunity. 

h.     Explains  and  carries  out  emploj^ment  directives  of  the  Board  of 
Education  ar>.d  policies  and  directives  of  the  San  Francisco  Human 
Rights  Commission  including  the  City's  Nondiscrimination  Ordi- 
nsmce;  investigates  formal  complaints  of  alleged  discrimination 
by  parties  to  agreements  and  recommendation  procediires  to  insvire 
compliance  to  contract  provisions  regarding  equal  employment 
opportunity  objectives. 

5.  As  assigned,  works  with  employers,  labor  xinions  and  employment 
agencies  to  assist  in  the  development  of  affirmative  action  pro- 
grams and  the  gathering  of  employment  data. 

6.  Assists  in  the  preparation  of  reports  on  employment  practices  and 
upon  progress  of  affirmative  action  programs  for  the  San  Francisco 
Unified  School  District,  San  Francisco  Human  Rights  Commission,  the 
City  and  County  and  other  agencies  and  groups  and  the  general  public; 
prepares  memoranda,  instructions  and  reports  regarding  implementation 
of  the  Nondiscrimination  Ordinance  provisions. 

7.  As  assigned,  works  with  schools,  minority  groups,  agencies  and  orga- 
nizations to  encourage  the  entrance  of  minorities  into  employment 
and  training  programs;  assists  in  the  development  of  new  training 
results;  maintains  liaison  with  minority  groups,  hxoman  relations 
groups  and  related  public  and  private  organizations  concerned  with 
advancing  equal  opportunity  employment  objectives. 

MINIMUM  QUALIFICATION; 

Training  and  Experience;  Requires  completion  of  a  four  year  college  or 
vmiverslty.  Requires  three  years'  progressively  responsible  experience 
in  work  concerned  with  the  employment  of  minority  groups  preferably  in- 
cluding some  experience  in  contract  compliance. 


(continued) 
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Knowledge,  Abilities  and  Skills:  Requires  extensive  knowledge  of: 
employment  and  labor  practices  and  conditions  in  San  Francisco  and 
the  Bay  Area;  the  statutes  and  laws  related  to  equal  employment 
opport\mitles ;  and  the  problems  and  methods  of  intergroup  relations 
work. 

Requires  ability  to:  develop  constructive  relationships  with  employer 
and  trade  union  rapresentatives;  develop  constructive  relationships  with 
minority  group  members . 

Requires  skill  in:  speaking,  writing  and  implementing  programs  involving 
groups  of  people,  fluency  in  Chinese  or  Spanish  is  desirable,  but  not  re- 
quired. 


Authorized  by  Board 
Resolution  #05-19Al  as  amended 
June  16,  1970 
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ARTICLE  3  -  BUSINilSS  AND  NON -INSTRUCTIONAL  OPERATIONS 
GUIDELINES  FOR  USE  OF  CONSULTANT  MONEY 

There  have  been  a  great  number  of  consultant  resolutions  coming 
to  the  Board  for  approval  in  recent  meetings.  The  great  majority  of  these 
are  paid  with  Fed>?ral  and  State  funds  earmarked  for  consultants.  Each  of 
these  resolutions  has  been  approved  by  the  responsible  administrator  of 
the  program  as  being  important  to  the  program.  The  administrator  has 
available  a  vita  for  each  of  the  consultants  recommended.  The  resolution 
is  also  approved  by  the  Salary  Office  in  Position  Control   as  to  the 
propriety  of  the  amount  paid. 

The  guidelines  for  the  amount  of  payment  leave  a  great  deal  of 
flexibility  to  the  responsible  administrator.  Previous  attempts  to  make 
fixed  salary  scales  for  consultants  have  proved  unsatisfactory.  Scales 
based  on  academic  background,  for  example,  are  unsatisfactory  because  experts 
in  community  dynamics  and  certain  other  areas  of  importance  to  the  District 
generally  do  not  have  the  advanced  academic  background  to  justify  the  amount 
of  money  necessary  to  attract  their  services. 

Instead  of  a  fixed  salary  scale  for  consultants,  the  Salary  Office 
counsels  the  responsible  administrators  to  agree  upon  a  fee  with  the  con- 
sultant based  on  the  consultant's  importance  to  the  program.  This  fee 
cannot  exceed  $20  per  hour  or  $100  per  day,  however,  without  special  authori- 
zation. 

Some  requests  are  received  for  payment  above  the  maximum.  These 
requests  are  referred  to  the  Associate  Superintendent,  Management  Services, 
few  cases  where  the  consultant  has  a  national  reputation  or  where  the  ser- 
vices are  indispensable  to  the  success  of  the  program,  the  special  authoriza- 
tion is  given. 

The  maximum  fee  has  evolved  through  the  interaction  of  the  adminis- 
tration and  the  Beard  on  the  consultant  fees  that  the  Board  has  approved  and 
those  that  they  have  questioned.  The  Associate  Superintendent,  Kanase;:ient 
Service^^  has  instnicted  all  administrators  responsible  for  employing  consultants 
that  authorization  inust  be  obtained  at  each  level  including  the  Board  of 
Education  before  a  consultant  may  be  employed. 

We  feel  that  the  present  policy  is  efficient.  Consultant  fees 
run  a  wide  range  below  the  maximum  because  Administrators  have  the  Incentive 
to  offer  fees  below  the  maximum  to  stretch  their  fixed  consultant  accounts. 
While  there  are  complaints  about  the  restrictiveness  of  the  maximum,  the 
District  has  been  successful  in  attracting  a  wide  variety  of  consultants. 

Adopted  May  l8,  19?? 
Resolution  No.  25-l8s-g  5 

Revised:  Resolution  #  58-12S-a  1,  August  12,  1975 
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Date: March  .^.  1976 


It  is  the  Board  Policy  that  the  San  Francisco  Unified 
School  District  reimburse  any  Board  of  Education  Member  or 
District  Staff  up  to  $5,000  for  any  professional  errors  and 
omissions  liability  claim. 


HISTORY /AUTHORIZATION 


Adopted:  Resolutien  #62-3  Sp3,  March  9,  I976 
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The  Education  Code  of  the  State  of  California  authorizes  a  procedure 
for   establishing  a  Revolving  Cash  Fund   -   Principals'  Account 
(Section  21320).      In  substance  the  code  states  that  the  governing  board 
of  a  school  district  may,    be  resolution,    establish  revolving  cash  funds 
for  use  by  school  principals,    acting  in  accordance    with  regulations 
prescribed  by  the  governing  board,    for  the  purchase  of  services  or 
materials.      The  governing  board  may  establish  a  checking  account 
for  the  revolving  fund  in  a  bank.      The  account  shall  be  established  in 
the  custody  of  the  principal  for  whose  use  the  revolving  cash  fund  is 
created.      The  principal  shall  be  responsible  for  all  expenditures 
therefrom,    subject  to  such  regulations  as  the  governing  board  pre- 
scribes.     It  further  provides  for  an  audit  of  such  funds  on  a  regular 
basis  and  that  a  surety  bond  in  favor  of  the  school  district  be  obtained. 

All  school  principals  are  covered  under  the  Board  of  Education's 
blanket  position  bond.      This  bond  meets  the  r equirenaents  of  Section 
21320  of  the  Education  Code.      Therefore,    the  Board  of  Education  has 
resolved: 

1.  That  there  exists  a  necessity  for  more  expeditious -and 
effective  means  of  paying  for  small  services  or  material 
purchases  raade  by  building  principals. 

2.  That  there  is  hereby  established  a  Revolving  Cash  Fund  for 
each  school  principal  in  an  amount  not  to  exceed  $500. 

3.  That  the  Revolving  Cash  Funds   shall  be  used  to  make 
purchases  of  services  or  materials. 

4.  That  the  total  of  all  principals  Revolving  Cash  Funds   shall 
not  exceed  $50,  000. 

5.  That  the  Deputy  Superintendent,    Office  of  Management,    or 

the  Director,    Budget  and  Finance,    is  hereby  granted  authority 
to  establish  principal  checking  accounts  at  the  Wells   Fargo 
Bank  upon  written  request  of  the  principal,    and  to  determine 
the  amount  of  said  accounts,    based  on  need,    not  to  exceed 
an  individual  amount  of  $500  and  a  total  amount  for  all 
accounts  of  $50,  000. 


San  Francisco  Unified  School  District- 
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That  the  Deputy  Superintendent,    Office  of  Management,    is 
granted  authority  to  establish  procedures  for  the  imple- 
mentation of  this  policy. 

That  principal  Revolving  Cash  Funds  shall  be  audited  on 
a  regular  basis. 


Policy 

P5135    Fevolving 

Fund 

-  Junior 

and 

Senior 

High  Schools 

has 

been 

deleted  and 

replaced  by  the  above  P 

olicy, 

October 

20, 

1975. 

HISTORY /AUTHORIZATION 
Adopted:     Resolution  #6lO-12B10,    October  12,    1976 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

ESRM.\NENT  PERSONNEL 

1,  The   Certificated  Personnel  Department  is  ;  ■ 

responsible  for  the  proctirement  and  maintenance  of  a  staff,  competently 
trained,  physically  and  mentally  healthy,  unified  in  purpose  and 
organization,  and  devoted  to  the  cause  of  public  education  and  to  the 
broader  c\iltural  and  political  purposes  of  the  government;  it  comprises 
all  the  activities  essential  in  applying  State  laws,  district  policies 
and  administrati"ve  regulations  bearing  upon  the  recruitment,  eligibility, 
selection,  assignment,  ranMng,  efficiency  in  service,  promotion,  transfer, 
tenure,  resignation,  dismissal,  and  retirement  of  all  certificated 
employees  of  the  distxlct, 

111  order  to  meet  the  educational  and  social  needs  of  our 
time,  it  shall  te  the  policy  of  the  Board  to  maintain  for  each  school 
and  for  the  district  as  a  whole  a  staff  that  is  diversified  as  to  age,  s 
sex,  race,  marital  status,  training,  experience,  educational  viewpoint, 
geographicsuL  and  ethnic  backgroxmd. 

It  is  the  policy  of  the  Board  of  Education  to  implement  a 
program  of  faculty  racial  and  ethnic  balance  vhich  more  closely  approxi- 
mates the  racial  and  ethnic  distribution  of  the  total  public  school 
population  so  long  as  such  efforts  maintain  or  improve  quality  education. 

To  assure  promptness  in  the  dispatch  of  personnel  business 
and  to  guarantee  placement  of  responsibility  for  decisions,  authority 
to  decide  personnel  matters  shall  be  vested  in  the  Personnel  Director 
who  shall  work  in  cooperation  with  the  division  involved,  subject  to  the 
approval  of^tbe  Superintendent  to  guarantee  responsible  use  of  such 


authority  it  shall  be  the  intent  that  each  and  every  executive  shall 
be  free  and  that  it  shall  be  his  duty  directly  or  through  established 
channels  to  make  recommendations  to  the  Personnel  Director  .  on  amy 
question  directly  affecting  a  member  or  members  of  the  certificated 
staff  under  his  direction  and  that  all  certificated  employees  indi- 
vidually or  otherwise,  shall  be  free  to  be  heard  or  otherwise  to  lodge 
opinions  or  grievances  with  the  Personnel  Director  upon  any  matter  that 
may  properly  come  before  it,  or  to  seek  isf^mation  or  advice  ftpm  that 
department,  (See  also  Sect'r*^  1  and  2,  P2136;  Section  3,  Pii-llO  and 
Sections  k   and  10,  pi|-112  ) 

(continued) 


P  i^llO 


-2- 

Policy  Manual  P  4110 

ARTICLE  4  -  PERSONNEL,  CERTIFICATED 

PERMANENT  PERSONNEL  (continued) 

2.  Control  and  Management  of  Personnel  Service.   The  personnel 
service  shall  be  controlled  by  State  school  laws,  administrative  regu- 
lations and  Board  policies,  and  by  special  instruments  of  control  such  as 
salary  and  wage  schedules  as  the  Board  may  adopt;  it  shall  be  organized 
as  a  department,  responsible  directly  to  the  Assistant  Superintendent, 
Professional  and  Pupil  Personnel  Service  Division,  for  the  planning  and 
implementation  of  the  following  personnel  functions: 

a.  Recruitment,  selection,  placement  and  transfer 
of  certificated  personnel 

b.  Operates  within  the  personnel  service  division 
and  research. 

The  Certificated  Personnel  Department  shall  serve  all  divi- 
sions of  the  San  Francisco  Unified  School  District  (See  also  Section  1, 
P4110;  Sections  4  and  10,  P4112) 

3.  Contracts.   The  contracts  of  all  certificated  employees  shall 
be  established  by  the  provisions  of  the  resolutions  of  appointment  and  in 
conformity  with  the  provisions  of  law.  The  contracts  of  all  certificated 
employees  consist  of: 

/     a.  Resolution  of  appointment 

b.  School  Calendar 

c.  Salary  Schedule  | 

d.  Acceptance  by  the  employee  of  the  policies  and 
regulations  of  the  Board  of  Education. 


Adopted:  Resolution  #83-12Al,  March  12,  1968 
Revised:  Resolution  #58-12S-al,  August  12,  1975 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 

RECRUITMENT  AND  SELECTION 

^*  Eligibility.  Eligibility  requirements  for  educational 
service  in  the  district  not  provided  for  in  the  State  Education 
Code  and  Administrative  Regulations  of  the  San  Francisco  Bosurd  of 
Education  BhaJ.l  be  defined  in  writing  and  available  to  all  appli- 
cants,  S\ii table  regulations  covering  eligibility  for  employment 
shall  be  prepared  by  the  Superintendent.   Eligibility  requirements 
shall  differ  with  the  type  of  service  and  shall  be  defined  in  terms 
of  the  special  aa  well  as  general  requirements  of  the  different 
classes  or  types  of  positions,  including  those  in  the  Children's 
Centers.   In  all  cases  training,  experience,  health  and  personality 
shall  be  basic  considerations,  but  in  extent  and  character  each  type 
or  class  of  position  shall  have  its  own  special  standards;  the 
standards  of  the  instructional  divisions  are  set  forth  in  P  lfll2. 
Section  2. 

Race  or  ethnic  background,  sex,  sexual,  orientation, _ 

religious  belief.,  national  origin,  marital  status  or  ch-wige  of  marital 
status  shall  have  no  bearing  upon  eligibility. 

Full  information  upon  which  each  nomination  is  based 
shall  be  available  to  the  Board  for  inspection  on  request  at  the 
time  nominations  are  made,  and  for  those  appointed  such  infonnation 
shall  become  a  part  of  the  pennanent  files  of  the  Personnel  Service 
Division. 

Whenever  deemed  feasible,  written  examinations,  inter- 
views, evaluation  of  teaching  skills,  and  college  performance 
shall  be  used  for  the  purpose  of  establishing  eligibility  lists 
for  the  Elementary,  Junior  High,  Senior  High  and  Special  Educational 
Services  Divisio^is.  Critical  scores,  or  a  method  of  establishing 
critical  scores  on  an  objective  basis,  shall  be  included  in  the 
announcement  on  the  eligibility  rules. 

An  applicant  for  the  Children's  Centers  who  wishes 
to  be  eligible  for  consideration  must  possess,  or  be  able  to  secvire 
within  95  dajns  after  the  commencement  of  his  service,  a  CeuLifomia 
State  Child  Care  Centers  permit  of  approprtate  class,  dated  on  or 
before  his  first  date  of  service.   (Section  16625,  State  Education 
Code.  )  

(continued) 
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ARTICLE  k   -   PERSONNEL,  CERTIFICATED 

RECRUITMENT  AND  SELECTION  (continued) 

2.  Application  Required.  Each  applicant  must  provide  the 
Pei^onnel  Service  Division  with  accurate  and  complete  data  required 
on  the  application  fonns. 

3.  Applj.cant  Responsible  for  Records .  Each  applicant  vill 
be  held  responsible  for  seeing  that  the  Personnel  Service  Division 
is  furnished  'srith  all  required  data  concerning  education,  training, 
teaching,  and  other  pertinent  educational  experience.   The  data 
submitted  nnist  be  properly  certified  by  the  institution  of  person 
furnishing  same.   To  be  eligible  for  employment,  an  applicant  must 
possess  and  register  vith  the  District,  or  be  able  to  verify  the 
application  for  a  California  State  credential  of  appropriate  class. 


(See  also  P  5111.^) 


Adopted:  Resolution  #83-12Al,  March  12,  I968 
Amended:  Resoultion  #56-17Al,  June  17,  1975 
Amended:  Resolution  ?/62-3Spl,  February  2k,   I976 
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SECTION 


AFFIRMATIVE  ACTION  PROGRAM 
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It  is  the  policy  of  the  San   Francisco  Board  of  Education  to 
pursue  an  affirmative  action  program  in  employment  upgrading  and 
assignment  of  ethnic  minority  persons  and  women  in  the  San  Francisco 
Unified  School  District.      The  goal  of  the  Affirmative  Action  Policy  is 
to  achieve  a  staff  at  each  school  site  and  district  location  that  will 
reflect  the  student  population  of  the  district. 

The  iinplementation  of  this  policy  shall  be  consistent  with 
Presidential  Executive  Order  11246,  as  amended  by  Executive  Order 
11375,    pertaining  to  Affirmative  Action  Employment,    and  the  California 
State  Board  of  Education  guidelines  for  Affirmative  Action  Programs. 

The  San  Francisco  Unified  School  District  will  utilize  this 
Affirmative  Action  Policy  toward  minority  businesses,    contractors,    ven- 
dors and  professional  segments  within  the  City  and  County  of  San  Fran- 
cisco. 

The  authority  for  implementation  and  compliance  w^ith  Board 
approved  Affirmative  Action  Program  shall  be  the  responsibility  of  the 
Affirmative  Action  Officer  (see  P2550). 

The  Affirmative  Action  Officer  shall  appoint  an  Affirmative 
Action  Review  Committee  to  be  approved  by  the  Board.      The  Affirmative 
Action  Review  Committee  will  be  composed  of  ten  members  who  shall 
represent  the  diverse  community  of  San  Francisco,    Teacher  and  Adminis- 
trative Organizations,    Parent  and  Student  Organizations  and  the  San  Fran- 
cisco Human  Rights   Commission. 

The  Affirmative  Action  Review  Committee  shall  be  responsible 
for  advising  the  Affirmative  Action  Officer  in: 

1)  establishing  challenging  but  feasible  affirmative  action 
objectives; 

2)  monitoring  and  evaluating  the  San  Francisco  Unified 
School  District  Affirmative  Action  Program,    plans  and 
progress, 

3)  submitting  to  the  Board,    through  the  Superintendent, 
regular  reports  relating  to  compliance  with  its  Af- 
firma.tive  Action  Policy  on  ennployment,    promotions, 
and  assignments. 
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4)    should  have  access  to  all  materials  needed  to  assist  in 
the  identification  of  problems  for  the  development  of 
solutions  and  the  designing  of  a  fair  and  equitable 
system  that  will  be  recommended  to  the  Superintendent 
in  order  to  overcome  Affirmative  Action  deficiencies . 

The  Human  Rights  Commission  will  monitor  and  periodically 
report  to  the  Board  of  Education  through  the  Superintendent  on  Affirm- 
ative Action  status  and  activities  of  the  San  Francisco  Unified  School 
District  contractors. 


HISTORY /AUTHORIZATION 

Adopted:      Resolution  #5  6-3S-p  4,  as  amended  by  Resolutions  #5  6-3A9 

and  AlO,  June  3,   1975 
Revised:     Resolution  #58-12S-a  1,  August  12,  1975 

Amended:    Resolution  #66-29A13 ,  June  29,  1976 
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ARTICLE  h   -  PERSONNEL,  CERTIFICATED 
APPOINTMENT 

1.  Purpose  of  Appointment  Procedures.  The  Certificate  Personnel 
Dopartiiiant  fo]J.ows  a  program  of  recruitment,  selection,  enrploymemj, 

processing  and  initial  assignment  of  certificated  staff  as  a  meeins 
of  fulfilling  Its  purpose:  the  acquisition  of  those  who  are  best 
qualified  for  the  service  to  vhich  they  are  appointed  and  the  elimina- 
tion of  influences  apajrt  from  the  merit  of  the  applicant  in  determining 
eligibility  and  appointment. 

2.  Plan  of  Examination  and  Rating.  In  evaluating  applicants, 
training,  experience,  health,  and  personality  shall  be  beisic  con- 
siderations, but  in  extent  and  character  each  type  or  cleiss  of  position 
shall  have  its  cwn  special  standeirds.   Eligibility  for  appointment  to 
full-time  teaching  positions  in  the  Elementary  and  Secondary  Divisions 

and  certain  areac  of  the  Special  Education  Departrr.ent 

of  the  San  Francisco  Public  Schools  is  determined  by  rating  applicants 
according  to  scores  on  a  written  examination,  previous  teaching, 
interviews,  and  college  performance.  The  Superintendent  reserves  the 
right  to  eliminate  the  written  examination,  if  the  fulfillment  of 
specific  needs  of  the  district  make  stich  an  exception  necessary. 

In  the  selection  of  Advilt  and  Vocational  teachers,  the 
Cortificatod  Personnel  Doptwill  employ  the  same  method  of  evaluating 
applicants,  as  that  given  above,  with  the  exception  of  a  written 
examination. 

3.  Dls  giiallf  ic  at  ion  from  Placement  on  the  Eligibility  List. 

If  a  candidate  completes  the  eligibility  procedtires  of  the  San  Francisco 
Unified  School  District  and  has  merited  a  score  for  placement  on  the 
eligibility  list,  and  if  the  Personnel  Director    has  knowledge  that 
the  person  is  not  suitable  for  service  in  the  District,  the  Personnel 
Director    shall  convene  a  special  committee  to  review  the  evidence; 
this  committee  'vrlll  be  composed  of  not  less  than  three  certificated 
staff  members.  Including  at  least  one  teacher.   If  the  committee, 
with  a  unanimous  -/ote,  approves  a  veto  action  against  the  candidate, 
the  candidate  will  not  be  placed  on  the  eligibility  list. 

Removal  of  Candidates  from  Eligibility  Lists .  Recommendations 
are  submitted  by  the  Personnel  Director    to  the  Superintendent  which 
are  based  on  doctunentation  not  available  at  the  time  of  the  compilation 
of  the  eligibility  list  and  which  indicate  that  a  candidate  is  unworthy 
of  appointment,  the  Superintendent  has  the  right  to  disqualify  the 
candidate  from  an  appointment  and  to  remove  his  name  from  the  eligibility 
list,  subject  to  the  same  committee  procedure  as  set  forth  in  the 
preceding  paragraph.  i^" 

.■;^^■^ 
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ARTICLE  h   -   PERSONNEL,  CERTIFICATED 

APPOnmiEINT  (continued) 

h.     Order  of  Appointments  and  Assignment  Responsibilities . 
When  a  vacancy  occairs  the  respective  divisions  vill  forward  the 
qualifications  for  that  position  to  the  Certificated  Personnel  Dept, 
which  will  be  responsible  for  selection  and  assignment.  Appointments 
to  teaching  and  other  service  in  the  San  Francisco  public  schools  shall 
be  made  from  the  eligibility  lists  in  order  of  standing  on  the  lists. 
The  Certificated  Personnel  D^.is  also  authorized  and  empowered  to 
select  and  assign  teachers  to  vacancies  not  governed  by  the  eligibility 
list.   (See  also  Sections  1  and  2,  P2136;  Sections  1  and  2,  P4llOj 
Sections  IC^  PUll2) 

5.  Preferred  Eligibility  Lists .  All  teachers  on  preferred 
eligibility  lists  (displaced  probationers)  shall  be  reappointed  to 
positions  in  their  respective  subjects  before  any  teachers  are  appointed 
from  the  new  cocrpetltlve  eligibility  lists  for  that  subject. 

The  following  teachers  shall  be  placed  on  preferred  eligibility 
Usts. 

a.  Former  permanent  teachers  who  are  re-employed 
within  39  months ; 

b.  Former  probationary  teachers  who  are  discontinued 
because  of  lack  of  enrollment. 

6.  P.e -employment  of  Former  Teachers .  Upon  the  recommendations 
of  the  Superintendent,  any  teacher  who,  after  having  acquired  permanent 
tentire  in  the  San  Francisco  Public  Schools,  has  resigned  in  good  stand- 
ing may  be  sussigned  in  the  field  and  at  the  level  for  which  the 
applicant  qualifies,  on  the  following  conditions: 

a.  1!b.e   applicant  shall  pass  such  examination  as 
the  Superintendent  may  prescribe. 

b.  The  applicant  shall  have  been  actively  and 
successfully  engaged  in  teaching  within  five  years 
of  the  date  of  request  for  employment. 

c.  If  applicant  has  not  taught  as  recently  as  pre- 
scribed in  item  "b"  above,  evidence  must  be  submitted 
of  at  leeist  one  year's  study  or  equivalent  experience 
within  the  five  years  immediately  prior  to  the 
application  for  employment. 

(continued) 
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ARTICLE  k   -   PERSONHEL,  CERTIFICATED 

APPOINTMENT  (continued) 


d.  The  applicant  shfl.11.  submit  with  the  application  a 
certificate  of  physical  and  mental  health  from  the 
Ifedical  Adviser  to  the  Board  of  Edvication. 

e.  The  applicant,  if  and  when  eniployed,  shall  be  rated 
as  a  probationary  teacher  and  placed  on  the  salary 
rating  according  to  the  current  salary  sched\ile  of 
the  clafisification  to  which  appointment  is  made. 

7.  "former  Permanent  Teacher  Reinstated  Vithin  39  Months. 
A  permanent  certificated  employee  who  resigns  in  good  standing  may, 
within  39  months  of  said  resignation,  apply  for  reinstatement.  For 
good  cause  appearing,  upon  the  recommendation  of  the  Superintendent 
and  the  approvsu.  of  the  Board  of  Education,  the  employee  shall  be 
placed  on  the  appropriate  preferred  eligibility  list,  to  be  re- 
aijpointed  in  order  of  standing  on  that  list  to  the  type  of  position  i 
for  which  he  is  qualified  on  the  rating  of  the  salary  schediile  for  j 
which  said  employee  had  qualified  at  the  time  of  resignation. 

8.  Veterans .  Veterans  are  granted  five  per  cent  preference 
in  teacher  examinations  if  they  rendered  at  least  ninety  days  of 
satisfactory  pervice  in  the  Armed  Forces  during  the  periods  September  l6, 
19^0,  to  July  55,  19^1-7,  or  between  June  27,  1950,  and  January  31,  1955, 
or  between  Augviet  5,  19^^  and  such  time  as  the  Viet  Nam  conflict  is 

teiminated.  ! 

9.  Board  Appointments .  When  teaching  vacancies  occur,  the  j 
Superintendent  is  authorized  to  appoint  a  duly  qualified  person  as  soon  ' 
as  such  can  be  secured,  subject  to  existing  lists,  said  appointment  to 

be  subject  to  ratification  by  the  Boea^  of  Education  upon  the  recom- 
mendation of  the  Superintendent,  except  as  follows: 

a.  Teachers  may  be  assigned  by  the  Superintendent  for 
day-to-day  substitute  duty,  subject  to  appointment 
by  the  Board  of  Education. 

b.  Any  personnel  needed  for  service  in  an  emergency 
where  life  or  the  properties  of  the  schools  are 
endangered  may  be  employed  by  the  Superintendent. 

These  two  exceptions  Stell  apply  provided  that  the  names  and 
services  of  all  persons  thus  assigned  shall  be  reported  to  the  Boeird 
of  Education  foi'  confirmation  at  the  earliest  opportunity  following 
such  assignment, 

(continued) 
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ARTICLE  4  -  PERSONNEL  ,  CERTIFICATED 

APPOINTMENT  (Continued) 

10.  *Types  of  Appointment.     Under  the  direction  of  the 
Superintendent,  the  Certificated  Personnel  Department  is  authorized 
and  empowered  to  make  appointments  and  assignments  in  accordance 
with  the  procedure  outlined  in  Section  4,  P  4112.    This  responsibility 
for  selection  and  assignment  will  apply  to  candidates  for  assign- 
ments in  the  respective  divisions  of  the  San  Francisco  Unified  School 
District. 

a.  Regular  probationary  appointments 

b.  Long-term  substitute  appointments 

c.  Day-to-day  substitute  appointments 

d.  Hourly  assignments 

e.  Appointments  to  special  Federal/State  projects 

f.  Intern  appointments  ,  student  teachers 

g.  Summer  school 

h.      Temporary  teachers 

When  probationary  selections  are  not  made  from  the  eligibility 
list  a  process  of  committee  appointments  may  be  employed.    The  admini- 
strators of  the  Certificated  Personnel  Department  are  authorized  to  offer 
probationary  employment  in  areas  where  no  list  exists,  subject  to  approval 
by  the  Superintendent  and  the  Board  of  Education.     Exceptions  would  be 
instances  as  outlined  in  Sections  5,  6  and  7,  P  4112. 

The  Personnel  Director  is  authorized  to  establish  appointment 
committees  locally  and  on  recruitment  trips.     In  both  instances  the  com- 
mittee is  empowered  to  offer  employment  to  candidates  through  the  Certi- 
ficated Personnel  Department,  subject  to  approval  by  the  Superintendent 
and  the  Board  of  Education. 

11.  *Temporary  Appointments  for  Teachers  on  Leave. 
Temporary  appointments  should  be  made  to  fill  vacancies  created  when 
teachers  are  granted  leaves  of  absence  for  one  school  year. 

Temporary  appointments  should  be  made  to  replace  all  teachers 
who  are  assigned  to  Federal/State  Programs  and  to  Central  Office  for  one 
school  year. 


*  (See  also  Seccions  1  and  2,  P  4110;  Section  4,  P  4112) 

Adopted:    Resolution  #83-1 2A1 ,  March  12,  1958 

■Revised:    Resolution  #29-2 6A1 ,  October  10,  1972 
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PLAN  A:        1976   EARLY  RETIREMENT/ CONSULTANT  PLAN 

After  ten  years  of  full-time  satisfactory  service  in  the  Public  ^Schools 
of  California,    with  the  last  five  years  in  the  San  Francisco  Unified 
School  District,    and  achievement  of  age  fifty,    a  Certificated 
employee  would  be  eligible  for  this  program. 

1.  Persons  electing  this  program  will  serve  a  minimum  of  20  days 
per  year  at  consultant  activities  mutually  agreed  upon  by  the 
person  and  the  school  district.     Such  activities  shall  be  in  the 
best  interest  of  the  children  of  the  district. 

2.  The  contract  with  the  person  choosing  this  program  will  be  for 
a  period  of  10  yea.rs  or  to  the  age  of  65,    whichever  comes  first. 
The  consultant  may  elect  to  negate  this  contract  as  of  July  1  of 
any  year. 

3.  As  with  all  persons  w^ho  retire  from  the  district,  they  have  the 
option  of  retaining  the  present  health  plans. 

4.  Pay  will  be  granted  at  the  rate  of  $200  for  each  day  of  service 
rendered.      For  State  Teachers'   Retirement  System  retirants, 
the  maximum  number  of  service  days  will  be  equal  to  the  number 
required  to  attain  the  maximum  compensation  permitted  those 
retirants  by  law.      For  San  Francisco  City  and  County  Employees' 
Retirement  System  retirants,    the  maximunn  number  of  service 
days  will  be  recommended  by  the  Superintendent  and  approved 

by  the  Board  of  Education  for  each  participant. 

5.  Persons  who  plan  to  retire  should  request  and  elect  to  enter  the 
program  at  least  six  w^eeks  in  advance  of  the  beginning  date. 
Once  they  have  elected  the  consultant  contract,    the  individual 
could  resign  at  any  time  in  the  future. 

6.  Prior  to  taking  any  action  to  terminate  a  contract  for  failure  to 
perform  the  consultant  shall  be  given  notice  and  an  opportunity 
to  be  heard  by  the  Board  of  Education. 
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7.       No  more,  than  5%  of  the  Certificated  staff  shall  enter  this 

program  in  any  one  year.  Application  shall  be  made  to  the 
Personnel  Office.  Approval  will  generally  be  granted  on  a 
seniority  basis. 


PLAN  B: 


PART-TIME  EMPLOYMENT  INCENTIVE  PROGRAM 


A  Certificated  employee  would  be  eligible  for  this  program  after  ten 
(10)  consecutive  years  service  with  the  San  Francisco  Unified  School 
District. 

1.  A   Certificated  employee  must  be  qualified  for  a  salary  of 
$16,  280  or  more  on  the  1975-76  Salary  Schedule  to  be  eligible. 

2.  Individuals  w^ho  have  attained  the  age  of  55  shall  be  eligible. 

3.  The  contract  for  an  individual  participating  in  this  program  shall 
be  for  a  period  of  10  years  or  to  age  65,    whichever  comes  first. 
The  participant  may  elect  to  negate  this  contract  as  of  July  1  of 
any  year  or  transfer  to  Plan  A. 

4.  Certificated  employees  participating  in  this  program  shall  serve 
J  time,    50%  of  the  time  required  in  their  last  year's  assignment 
in  activities  mutually  agreed  upon  by  the  individual  and  the 
School  District.     Such  activities,    by  definition,    shall  be  in  the 
best  interest  of  the  School  District;  such  as. 

Resource  Teachers,    Consultants,    In-Service  Training  positions. 
Replacement  of  Teachers  involved  in  In-Service  Training  Course, 
Curriculum  Constructionist,    Advisor  in  Classroom  Management, 
Demonstration  Specialists,    Classroom  Teaching 

5.  Certificated  employees  participating  in  this  program  shall  be 
provided  current  fringe  benefit  programs  as  though  they  were  on 
a  full-time  salary. 

6.  The  annual  compensation  shall  range  frona  $8,  140  to  9,  380 
approximately. 
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PLAN  C:        PARTNERSHIP  TEACHING 

AH  probationary  and  permanent  Certificated  employees  are  eligible 
for  this  prograra. 

1.  Persons  opting  for  this  program  must  agree  to  share  one  full- 
time  position  with  a  teaching  partner. 

2.  Partners   share  the  same  clas   (Elementary),    or  teaching  assign- 
ment (Secondary),    working  half  a  day  each  for  five  days  a  week, 
alternating  three  and  two  full  days  each  w^eek,    or  sonae  turn- 
taking  two  days  each  and  handling  the  class  together  on  the 
fifth  day.     They  may  arrange  other  variations, 

3.  Partners  substitute  for  each  other  when  one  nnust  be  absent. 

4.  Good  conamunications,    compatible  and  complementary  teaching 
styles  are  critical  to  the  effectiveness  of  Partnership  Teaching, 

5.  Utilization  of  part-time  teachers  nnust  be  planned  with  and 
approved  by,    the  school  site  administration, 

6.  Partnership  pairings  should  match  conaplementary  skills: 

a.  A  teacher  strong  in  the  languages,    arts,   paired  with  one 
strong  in  math  and  science. 

b.  An  experienced  teacher  with  an  inexperienced  teacher. 

c.  An  older  person  with  a  younger  person. 

d.  Specialist  with  a  generalist. 

7.  Partnership  teaching  can  be  a  variant  of  team  teaching.      The 
partners  should  dovetail  all  aspects  of  their  joint  teaching 
position  --  planning,    curriculum  innovation,    assessment  and 
appropriate  contacts  with  pupils,    parents,    and  other  professional 
responsibilities. 
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8.       The  part-time  teacher  can  be  defined  as  a  qualified  teacher  who 
works  regularly  on  a  specified,    part-time  schedule. 

The  benefits  of  these  plans  are  effective  for  certificated  personnel 
planning  to  retire  as  well  as  those  who  contracted  to  participate  in 
the  1975-76  programs. 


HISTORY /AUTHORIZATION 

Adopted:       Resolution  #54-15Sp  2,    April  29,    1975 
Amended:     Resolution  #512-9Sp  1,    December  16,    1975 
Amended:     Resolution  #64-13A5,    April  27,    1976 
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ARTICLE  4  -  PERSONNEL,  CHILDREN'S  CENTER  DIVISION 
CERTIFICATED 

ELIGIBILITY  FOR  MEMBERSHIP  IN  RETIREMENT  SYSTEM 

Section  16627  of  the  Education  Code  establishes  the 
eligibility  of  children  center  employees  for  membership  in  retire- 
ment systems,  except  that  they  are  excluded  from  membership  in 
teacher  retirement  systems. 

All  full-time  children's  centers  employees  were  included 
in  the  San  Francisco  Retirement  System  July  1,  1955.     Part-time 
employees  working  less  than  forty  hours  per  week  are  not  eligible 
for  membership  in  the  San  Francisco  Retirement  System. 
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ARTICLE  h  -    PERSOMEL,  CERTIFICATED 
CERTIPICATION 

1.  Provisional  Credentials .  Such  credentials  are  issued  only  on 
authorization  of  the  Superintendent  or  "by  the  Personnel 
Coordinator  under  the  direction  of  the  Superintendent 

for  persons  who  are  to  be  employed  lo-y  the  San  Francisco 
Unified  School  District. 

2,  Administrative  Credentials  for  Department  Heads.   In  the 
appointment  of  department  heads  for  subject  fields  in 
the  senior  high  schools,  where. such  positions  are  allowed 
under  Board  policy,  an  administrative  credential,  is 
re:3Uired  for  such  appointment  when  the  time  allocated 
for  supervision  exceeds  50  per  cent  of  the  school  day. 


1961  P  4113 


I 


Policy  Manual  P  4114 

ARTICLE  4  -  EERSONNEL  CERTIFICATED 
PHYSICAL  EXAMINATION 

1.  Health  Certificated  Required.   Eligibles  who  are  appointed 
to  teaching  positions  are  required  to  submit  to  the 
Personnel  Coordinator  a  certificate  of  satisfactory 
health  and  physical  conditions.  This  certificate  must  be 
issued  by  the  Medical  Adviser  of  the  Board  of  Education 
and  is  a  prerequisite  for.  final  eligibility  to  teach  in 
the  San  Francisco  public  schools. 

2.  Tests  for  Tuberculosis.  All  applicants,  as  a  condition 

of  employment  by  the  San  Francisco  Unified  School  District 
in  addition  to  any  other  required  physical  examination,  shall 
comply  with  the  provisions  as  set  forth  in  Section  12915 
of  the  State  Education  Code  reg'  iing  tests  for  tuberculosis. 
For  the  purpose  of  securing  an  X-ray  or  tuberculin  test,  as 
required  by  Section  12915  of  the  Education  Code,  a  teacher 
or  non-certificated  employee  may  be  permitted  by  the  prin- 
cipal to  absent  himself  from  school  for  a  limited  period 
of  time. 

3. J     Physical  Examination  at  Time  of  Transfer  and  Appointment. 

When  a  full-time  certificated  employee  is  transferred  to 
a  full-time  position  requiring  a  probationary  period  in 
another  division  of  the  San  Francisco  School  District,  such 
appointment  shall  not  be  subject  to  the  passing  of  a  satis- 
factory physical  examination;  however,  when  a  certificated 
employee  is  transferred  from  a  part-time  position  and  ap- 
pointed to  a  probationary  full-time  position,  said  employee 
shall  be  required  to  pass  a  satisfactory  physical  exam- 
ination to  be  administered  by  the  Medical  Adviser  of  the 
Board  of  Education. 

4.  Nothing  in  this  policy  shall  preclude  the  election  by  the 
certificated  employee  to  have  the  certificate  of  satis- 
factory health  and  physical  condition  completed  and  signed 
by  the  Medical  Adviser  to  the  Board  of  Education,  with  all 
expenses  for  such  certification  being  borne  by  the  Board. 
The  Board's  liability  for  reimbursement  for  certification 
by  a  physician  chosen  by  the  employee  shall  not  exceed  the 
amount  provided  for  such  services  by  the  Medical  Adviser. 


1961 

Adopted:  Resolution  #35-29S-p8,  May  29,  1973 
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ARTICLE  U  -  PERSONNEL  -  CERTIFICATED 
CHILDREN'S  CENTERS 

1.  Hiysical  Examination.   In  accordance  with  Section  12915, 
Chapter  J,   Education  Code,  all  teachers  must  have  a  chest  X-ray  every 

four  years.   For  the  purpose  of  securing  an  X-ray  or  tuberculin  test, 
the  head  teacher  may  permit  a  teacher  or  non- certificated  employee  to 
absent  herself  from  the  center  for  a  limited  period  of  time. 

2.  Health  Certificate.  Eligibles  who  are  appointed  to  teach- 
ing positions  are  required  to  submit  a  health  history  on  the  California 
State  Department  of  Education  Form  4l-3,  together  with  other  required 
documents  when  making  application  to  the  Credential  Commission  for  the 

children's  centers  permit. 


1961  P  im4.1 

x-tevised:  Education  Code  Section  fK:708y   Amended  by 
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ARTICLE  U  -  PERS0N1\IEL,   CERTIFICATED 

ASSIGNMENT.   REASSIGNMENT .    TRAITSFER.    CONSOLIDATION 

A.  Definitions 

Assignment :  Assignment  is  the  initial  placement  of  an  employee  and  the 
annual  placement  of  a  certificated  employee  in  the  same  position. 

Reassignment;  Reassignment  is  the  placement  of  a  certificated  employee 
in  a  different  position  within  the  same  school. 

Transfer;  Transfer  is  the  placement  of  a  certificated  employee  in  a 
different  position  in  a  different  school. 

Consolidation ;  Consolidation  is  the  movement  of  a  certificated  employee 
from  his/her  position  as  a  result  of  declining  enrollment  or  a  reduction 
or  discontinuance  of  a  particular  kind  of  service. 

B.  Assignment 

Assignment  to  positions:  Initial  assignments  shall  be  made  upon  recom- 
mendation of  the  Assistant  Superintendent  for  Personnel,  with  the  approval 
of  the  Superintendent  and  with  the  authorization  of  the  Board  of  Education. 

C.  Transfer 

Transfers  shall  be  made  by  the  Superintendent  in  the  best  interest  of  the 
District  and  with  the  authorization  of  the  Board  of  Education. 

1.  Voluntary  Transfer 

Any  requesx  for  a  transfer  shall  be  made  on  a  "Request  for  Transfer" 
card  and  sent  to  the  Certificated  Personnel  Services  Department.  An 
employee  may  request  a  transfer  during  the  school  year  and/or  at  the 
beginning  of  the  next  school  year. 

Where  the  request  is  for  a  transfer  during  the  school  year,  such  re- 
quest shall  be  made  within  ten  (lO)  school  days  of  the  posting  of  the 
vacancy,  and  considered  on  the  basis  of  credentials,  qualifications 
and  District  seniority,  subject  to  the  application  of  the  District 
Affirmative  Action  Policy,  as  described  in  Paragraph  "D-3"  below. 

Where  the  request  is  for  a  transfer  to  take  effect  at  the  beginning  of 
the  next  school  year  such  request  shall  be  filed  with  the  Certificated 
Personnel  Services  Department  no  later  than  April  1.  Such  requests 
shall  be  considered  on  the  basis  of  credentials,  qiialifications  and 
District  seniority. 

If  an  emplo;yee ' s  transfer  request  is  not  granted  within  a  given  year, 
he/she  shall  reapply  after  October  1. 

Voluntary  transfer  requests  shall  be  given  priority  consideration. 

-  continued  -  P  hU.$ 
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ARTICLE  h  -   PERSONNEL,  CERTIFICATED 

ASSIGNMENT,  REASSIGNMENT,  TRANSFER,  CONSOLIDATION  (continued)- 


2.  Involuntary  Transfers 

Involuntary  transfers  shall  not  be  punitive  in  nature.  Involuntary 
transfers  shall  be  based  upon  legitimate  and  educationally-related 
District  needs  as  defined  by  the  District  Superintendent  or  his 
designee. 

The  certificated  employee  to  be  involuntarily  transferred  shall  have 
the  right  to  indicate  preferences  from  a  current  list  of  vacancies 
and  shall,  upon  request,  be  given  reasons  for  the  impending  transfer. 

No  teacher  shall  be  involuntarily  transferred  where  such  transfer  would 
result  in  the  violation  of  the  District's  Affirmative  Action  Policy, 
as  deecribed  in  Paragraph  "D-3"  below. 

D.  Consolidation 

1.  The  basic  for  consolidation  shall  be  declining  enrollment  and/or 
reduction  or  discontinuance  of  a  particular  kind  of  service. 

2.  Selection  of  certificated  employees  to  be  moved  for  reasons  of  con- 
solidation shall  be  based  upon  credentials,  qualifications  and 
District  seniority. 

3.  Should  the  application  of  District  seniority  and  qualifications  violate 
the  Affirmative  Action  Policy  implementing  the  HEW  Guidelines,  then  the 
same  criteria  shall  be  applied  until  the  Affirmative  Action  Policy  is 
satisfied.  For  example,  if  the  least-senior,  qualified  employee  is  a 

.  minority  individual  and  the  consolidation  of  such  employee  would  result 
in  the  violation  of  Affirmative  Action  Policy,  then  such  employee  shall 
be  retained  and  the  next  least-senior,  non-minority  individizal  shall  be 
consolidated. 

k.   Certificated  employees  who  are  consolidated  shall  be  given  priority 
consideration  to  fill  vacancies  over  all  other  employees. 

$.   The  placement  of  consolidated  employees  into  other  positions  shall 
be  based  on  the  same  criteria  (most-senior  with  credentials  and  quali- 
fications) and  procedures  (Affirmative  Action  Policy)  outlined  above. 

6.  Notice  of  consolidation  must  be  sent  to  the  certificated  employee  in- 
volved as  soon  as  it  is  determined  by  the  District  that  such  consoli- 
dation is  necessary. 


Adopted:  Memorandum  of  Understanding,  197$-76;  Resolution  #  59-16-B7, 
September  l6,  1975 
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ARTICLE  h  -    PERSGJMEL,  CERTIFICATED 

TRANSFERS,  ADMIM3TRATIVE  OR  SUPERVISORY 

When  a  teacher  who  has  been  transferred  to  an  administrative 
or  supervisory  position  in  the  San  Francisco  Public  Schools  is  no 
longer  required  in  said  administrative  or  supervisory  position,  he 
shall  be  entitled  to  be  re- transferred  to  the  regular  teaching  force 
to  a  position  equivalent  to  the  one  he  previously  held. 


(Education  Code  Section  #13265,  13317) 
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ARTICLE  k  -    l^ERSONKEL,  CERTIFICATED 
PROMTION 

1.  Time  of  Classification.  All  probationary,  substitute, 
and  temporary  members  of  the  certificated  staff  shall  be  so  classi- 
fied at  the  time  of  their  appointments.   After  completing  three  years 
of  probationary  service  satisfactory  to  the  Superintendent  and  the 
Board,  without  having  been  terminated,  those  staff  members  who  are 
entitled  by  law  to  permanent  tenure  shall  be  so  classified. 

2.  Minimum  Days  of  Service  in  Year.   Probationary  teachers 
must  teach  at  least  seventy- five  per  cent  of  the  teaching  days  in 
any  one  year  to  obtain  credit  for  a  year  of  probationary  service. 

3.  Credit  Toward  Probationary  Period.  Effective  July  1,  196I, 
when  an  employee  of  a  school  district  has  served  for  one  complete  school 
year  as  a  probationary  employee  of  the  district  in  a  position  requiring 
certification  qualifications  and  in  the  year  immediately  preceding  the 
service  as  probationary  employee  has  served  as  a  long-term  substitute 
employee  or  as  a  long-term  substitute  and  probationary  employee,  serving 
in  both  capacities  during  the  same  school  year  in  the  schools  of  the 
district  for  at  ].east  seventy- five  per  cent  of  the  number  of  days  the 
regular  schools  of  the  district  were  maintained,  such  year  of  employ- 
ment as  a  long-term  substitute  or  as  a  long-term  substitute  and  pro- 
bationary employee  shall  count  as  one  year  of  the  probationary  period 
which  he  is  required  by  law  to  serve  as  a  condition  to  being  classified 
as  a  permanent  employee  of  the  district. 

(Education  Code  Section  7^/856) 
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ARTICLE  4  -  PERSONNEL ,  CERTIFICATED 

PROBATION  -  CHILDREN'S  CENTERS 

1.  Time  of  Classification.    All  probationary ,  substitute, 
and  temporary  members  of  the  certificated  staff  shall  be  so  classified 
at  the  time  of  their  appointments .    After  completing  three  years  of 
probationary  service  satisfactory  to  the  Superintendent  and  the  Board, 
a  member  of  the  certificated  staff  shall  be  classified  as  permanent, 
provided  that  the  Board  directs  or  permits  the  member  to  begin  service 
in  the  fourth  year. 

2.  Minimum  Days  cf  Service.    Probationary  teachers  must 
teach  seventy-five  per  cent  of  the  teaching  days  in  Children's  Centers 
to  obtain  credit  for  a  year  of  probationary  service. 


1962 

Revised:    Resolution  #58-1735  ,  August  17,  1965  P  4116.1 
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ARTlCl.fi  4  -  PERSONNEL,  CERTIFICATED 
£V.\l.,UATION  -  STULL  BILL 

1 .  Administrator  and  teacher  evaluation  shall  be  developed 
and  implemented  concurrently. 

2 .  Both  parties  are  committed  to  reciprocal  evaulation  that 

is  upward  as  well  as  downward  evaluation.    A  syistem  of  upward  evaluation 
from  teachers  to  administrators,  and  administrators  to  superior 
administrators  will  be  developed  and  implemented  not  later  than  the 
fall  semester,  1973-74.     It  is  understood,  however,  that  the  legal 
requirements  imposed  by  the  StuU  Act  do  not  necessitate  the  upward 
evaluation,  but  the  upward  evaluation  is  considered  an  essential  part 
of  the  total  evaluation  system  of  the  San  Francisco  Unified  School 
District. 

3.  A  teacher  who  receives  a  less  than  satisfactory  evalu- 
ation may,  in  turn,  submit  a  statement  concerning  the  school  environ- 
mental conditions  that  the  teacher  feels  have  been  detrimental  to  the 
teacher  and  student  learning  environment.    The  principal  shall  provide 
written  response  to  this  statement,  and  both  documents  shall  be  attached 
to  all  copies  of  the  evaluation  report. 

4 .  Each  teacher  shall  develop  his  own  criteria  for  student 
progress  and  the  means  to  measure  that  progress.    When  possible, 
students  should  be  involved  in  developing  objectives.    The  teachers 
shall  be  responsible  for  assessing  student  success  or  failure  in  meeting 
the  teacher-developed  objectives  for  student  progress.    However,  this 
in  no  way  limits  the  principal's  responsibility  in  evaluating  the  teacher 
in  terms  of  Board  adopted  standards  of  student  progress. 

5 .  Since  the  main  purpose  of  evaluation  is  improvement  of 
teacher  instruction,  any  written  evaluation  must  be  discussed  with 
the  teacher  by  the  administrator  responsible  for  evaluation.    A  repre- 
sentative of  the  teacher's  choice  can  be  present  if  the  teacher  so  desires. 
Both  the  contents  of  the  evaluation  and  the  procedure  used  in  evaluating 
shall  be  subject  to  appeal  through  the  district -adopted  grievance  procedure, 

6 .  No  additional  budgeted  positions  shall  be  created  for  the 
purpose  of  implementing  the  Stull  Act. 


Adopted:    Resolution  #28-17A8  and  28-17A9,  August  17,  1972 
Revised:    Resolution  #32-13 -Sg  2,  February  13,  1973 
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ARTICLE  4  -  PERSOi^NEL,  CERTIFICATED 

EVALUATION  -  STULL  BILL  (ContiniK '^> 

7.  The  Board  of  Education  shall  adopt  an  Interim  Personnel 
Evaluation  System  non -administrative,  prepared  by  the  Superintendent's 
Study  Committee. 

8 .  That  cooperative  action  shall  continue  between  district 
staff  and  the  CEC  to  develop  a  new  evaluation  system.    This  resolution 
will  put  the  San  Francisco  Unified  School  District  in  compliance  with 
Section  5.5,  Chapter  361  of  the  Education  Code. 


Adopted:     Resolution  #28-17A8  and  28-17A9,  August  17,  1972 

Revised:     Resolution  #32-13 -Sg  2,  February  13  ,  1973  P  4117 
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SECTION  TEACHER  EVALUATION  BY  STUDENTS 


Page   1      of     1 
Datei^ugust  25,    1976 


A  system  of  teacher  evaluation  by  students  shall  be 
implemented  in  each  high  school  of  the  San  Francisco  Unified 
School  District. 

The  San  Francisco  Unified  School  District  shall  adopt 
an  appropriately  nnodified  form  of  the  "Instruction  Evaluation 
Questionnaire,  "  currently  used  by  City  College  of  San  Francisco, 
as  the  method  of  evaluation. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #66-29A  11,  June  29,    1976 


San  Francisco  Unified  School  District- 
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ARTICLE  4  -  PERSONNEL,  CERTIFICATED 
TENURE 

1.  A  probationary  certificated  employee  who  has  not  been 
dismissed  under  the  provisions  of  law  shall  be  classified  as  permanent 
upon  completion  of  three  years  of  service. 

2.  Permanent  tenure  is  granted  to  classroom  teachers  and  to 
such  other  certificated  administrators  as  provided  by  the  City  Charter 
after  they  have  served  the  required  probationary  period. 

3.  It  shall  be  the  policy  of  the  Board  of  Education  to 
grant  permanent  tenure  only  to  those  certificated  employees  who  have 
clearly  and  fully  demonstrated  their  competency. 
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ARTICLE  4  -  PERSONNEL ,  CERTIFICATED 

TENURE  -  CHILDREN'S  CENTERS 


Permanent  tenure  shall  be  available  to  certificated  Children's 
Center  empJoyees  as  provided  by  the  State  Education  Code. 

It  shall  be  the  policy  of  the  Board  of  Education  to  recognize 
and  regard  efficiency  in  service  and  to  grant  permanent  tenure  only  to 
those  who  have  clearly  and  fully  demonstrated  their  competency. 
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ARTICLE  h   -   PERSOMEL,  CERTIFICATED 

SEPARATION  -  PROCEDURE  FOR  DISMISSAL  OF  PROMTIOKARY  TEACHERS 


When,  in  the  opinion  of  the  Superintendent,  there  exists 
cause  for  dismissal  of  a  probationary  certificated  employee,  the 
Superintendent  shall  prepare  written  charges  specifying  the  grounds 
alleged  to  exist  for  dismissal.  Such  charges  shall  be  filed  with  the 
Board  of  Education  not  later  than  the  first  meeting  in  March  by  the 
Superintendent,  and  the  Superintendent  shall  then  also  give  notice 
to  the  said  certificated  employee  that  he  vrill  be  dismissed  at  the 
end  of  the  current  school  year  upon  the  grounds  stated  in  the  noticej 
the  notice  shall  further  state  that  if  the  employee  desires  to  request 
a  hearing  before  the  Board  of  Education,  as  hereinafter  provided, 
upon  the  said  charges,  such  request  must  be  made  not  less  than  seven  (7) 
days  after  the  date  on  which  the  notice  is  served  upon  the  employee. 
Said  notice  must  be  in  writing  and  either  delivered  personally  to  the 
said  employee  or  sent  by  certified  mail  to  his  last  known  address  as 
shovm  in  the  personnel  records  of  the  school  district.  A  copy  of  the 
charges  sha.ll  be  given  with  the  notice,  together  with  a  copy  of  these 
regulations. 

In  the  event  that  the  employee  requests  a  hearing  such 
hearing  shall  be  conducted  in  accordance  with  the  provisions  of  State 
Education  Code  §1341-l-3. 


Source:  Resolution  7"-61-18Q3  adopted 
by  the  Board  of  Education 
January  I8,  I966 

(Education  Code  Section  #13^^3) 
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ARTICLE  4  -  FEREONNEL,  CERTIFICATED 

SEPARATION  -  DISMISSALS,  CERTIFICATED  EMPLOYEES 

1.  General  Provisions.  Serrlces  of  certificated  employees 
may  be  terminated  only  in  accordance  with  the  provisions  of  the  State 
Education  Cods.  Termination  of  services  of  such  employees  is  to  he 
initiated  upon  the  recommendation  of  the  Superintendent  of  Schools. 

2.  Substitute  Teachers.  Substitute  teachers  may  be 
dismissed  at  any  time. 

3.  Temporary  Teachers .  During  the  first  three  months  of 
any  school  term  temporary  teachers  may  be  dismissed.  If  retained  after 
such  period,  they  become  probationers,  probationary  status  being 
retroactive  to  the  first  date  of  employment. 

4.  Probationary  Teachers .  During  the  school  year  they  may 
be  dismissed  for  cause  only,  as  in  the  case  of  permanent  teachers. 

At  the  end  of  the  school  year  they  may  be  terminated,  provided  that 
proper  notice  has  been  given  on  or  before  the  15th  day  of  May.  Such 
dismissa].  shall  be  for  cause  only,  and  in  the  event  a  hearing  has  been 
requested,  it  shall  be  conducted  under  the  provisions  of  the  Adminis- 
trative Rx)cedure  Act,  as  set  forth  in  the  Government  Code. 

If  charges  are  to  be  filed,  the  recommendation  shall 
be  submitted  by  the  Superintendent  to  the  Board  of  Education  not  later 
than  the  first  meeting  in  March.* 

5.  Permanent  Teachers .  When  a  i^commendation  for  dismissal 
is  submitted  by  a  member  of  the  administrative  staff,  it  shall  be  reviewed 
by  the  Legal  Adviser  for  sufficiency  of  evidence  prior  to  submission  to 
the  Super intendent.# 

Pending  investigation  of  any  of  said  causes  for  suspension, 
and  prior  to  action  taken  by  the  Board  of  Education,  the  Superintendent 
may  order  the  employee  not  to  report  for  duty,  but  said  employee  shall 
be  paid  his  regular  compensation  during  such  period. 

Immediate  suspension  of  the  employee  shall  be  made  upon 
the  acceptance  of  charges  by  the  Board  of  Education,  on  the  following 
grounds: 

a.  Immoral  conduct 

b.  Incompetency  due  to  mental  disability 

c.  Conviction  of  a  felony  or  any  crime  involving 
moral  turpitude. 

d.  Knowing  membership  in  the  Communist  Party  or 
violation  of  any  provision  in  §§12951-12958 
of  the  State  Education  Code. 

(Education  Code  Section  #  12951  -  I2958) 
*Res.#6l-l8Q3  adopted  by  the 
Board  of  Education  January  18,1966 
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ARTICLE  k  -    FERSOMEL,    CERTIFICATED 

DISICCSSALS  -   CHILDREN'S  CENTERS 

Children' s  Center  employees  in  teaching  positions  may  be 
dismissed  only  in  accordance  with  Section  134^3  of  the  State  Education 
Code. 


1965 
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ARTICLE  4  -  PERSONNEL,  CEPiTIFICATED 

REINSTATEMENT  OF  FORMER  TEACHER  WHO  RESIGNS  OR  RETIRES 
BECAUSE  OF  ILLNESS 

If  a  permanent  teacher  who  has  "been  absent  because  of  Illness 
or  on  sick  leave  for  two  successive  years  is  not  sufficiently  recovered, 
in  the  judgment  of  the  medical  adviser  to  the  Board  of  Education,  to 
resume  his  teaching  duties  at  the  start  of  the  school  year,  and  if  he 
is  ineligible  for  disability  retirement  benefits,  he  shall  be  requested 
to  submit  his  resignation  within  thirty  days  to  the  San  Francisco 
Unified  School  District.   If  a  teacher  who  resigns  under  these  circum- 
stances requests  reinstatement  within  three  years  of  his  resignation, 
and  if  the  medical  adviser  of  the  Board  of  Education  finds  him  fit  for 
duty,  the  name  of  such  teacher  shall  be  placed  on  the  appropriate 
preferred  eligibility  list,  and  he  shall  be  reinstated  in  the  type  of 
teaching  position  last  held  before  his  resignation.  The  teacher  so 
reinstated  shall  be  entitled  to  permanent  status  and  to  the  teacher's 
' salary  status  acquired  while  in  service.   If  the  teacher  does  not  so 
resign,  he  shall  not  be  entitled  to  the  reinstatement  privileges  of 
this  regulation. 

This  regulation  shall  not  apply  to  those  permanent  teachers 
who  have  been  granted  disability  retirement  benefits,  they  being  entit- 
led to  reinstatement  under  the  regulations  of  the  City  Employees' 
Retirement  System. 

The  Board  of  Education  may  require  a  teacher  to  give  thirty 
days  notice  of  intention  to  resign. 
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ARTICLE  4  -  PERSONNEL  ,  CERTIFICATED 

RE-EMPLOYMENT  OF  FORMER  TEACHERS  -  CHILDREN'S   CENTERS 

The  Children's  Centers  follows  the  provisions  pertaining  to 
re-employmeni:  of  former  teachers  stated  in  Section  16626,  Chapter  5, 
State  Education  Code. 


1962 

Revised:    Resolution  #58-1735  ,  August  17,  1965  P  4121.1 
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ARTICLE  k  -    FERSOimEL,  CERTIFICATED 

SUBSTITUTE  TEACHERS 

Sections  7-31j  7-32,  and  T-33j  Salary  Schedule,  cover  definition 
and  classification  of  substitute  teachers. 

Employment  of  Retired  Teachers  as  Day-to-day  Substitutes .  The 
Board  authorized  the  Superintendent,  effective  July  1,  195^^  to  recommend 
for  employment  as  day-to-day  substitutes  teachers  who  have  retired  from 
the  San  Francisco  Unified  School  District,  pursuant  to  the  conditions 
and  limitations  as  set  forth  in  Section  14376  of  the  California  Education 
Code . 


(Education  Code  Section  #li|226) 


1961  P  ]^122 


BWOH 


Policy  Manual  P  ill23  : 

ARTICLE  h  -   PERSONNEL,  CERTIFICATED 

PRACTICE  TEACHERS 

The  school  district  provides  teaching  experience  for 
college  students  through  a  practice  teaching  program  in  the  schools 
in  accordance  with  the  provisions  set  forth  in  the  State  Education 
Code  Sections  IO65 . 

The  teacher  training  institution  enters  into  an  agreement 
with  the  governing  hoard  in  accordance  with  the  provisions  of  the 
Education  Code  and  supervises  the  program  with  assistance  of  personnel 
in  the  indivi(?.ual  school  to  which  the  student  is  assigned. 

A  certificate  identifying  the  student  as  a  practice  teacher 
is  issued  by  the  Cert.  Pers.  Dept,  at  the  request  of  the  teacher  train- 
ing institution.  This  certificate  will  introduce  the  student  to  the 
principal  of  the  school  in  which  the  student  is  to  receive  his  training. 


(Education  Code  Section  //IO65) 


1965 

Revised;     Resolution  //58-12S-a  1,  August  12,  197b 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 

GRIEVANCE  PROCEDURE 

A  "grievance"  is  any  alleged  violation  of  official  District 
policies  or  statutes  or  which  involves  the  question  of  application  or 
interpretation  of  salary  or  other  terms  and  conditions  of  employment. 

The  teacher  with  a  prohlem  may  first  discuss  the  matter  with 
the  principal  directly  or  accompanied  "by  a  representative  of  the  teacher 
organization  of  his  choice,  with  the  objective  of  resolving  the  matter 
informally. 

In  the  event  the  matter  is  not  resolved  informally  within  a 
reasonable  period  of  time  following  the  act  or  condition  which  is  the 
basis  of  the  grievance,  the  following  procedure  shall  be  followed: 

1.  School  Level  (Step  l): 

a.  A  grievance  may  be  submitted  in  writing  and  discussed 
with  the  principal: 

(l)  By  a  teacher  accompanied  by  a  representative  of 
the  teacher  organization  of  his  choice,  and  the  teacher  shall  give 
written  authoriaation  for  the  representative  to  act  in  his  name; 


ization;  or 


(2)  Through  a  representative  of  the  teacher  organ- 

(3)  Individually  by  the  teacher. 


b.  Within  five  school  days  after  receiving  the  grievance, 
the  principal  shall  state  his  decision  in  writing,  together  with  the 
supporting  reasons,  and  shall  furnish  one  copy  to  the  aggrieved  teacher 
and  one  copy  to  the  teacher  organization  involved,  if  any. 

2.  Division  Level  (Step  II ): 

a.  Within  ten  school  days  after  receiving  the  decision 
of  the  principal,  the  aggrieved  teacher  may,  on  his  own  or  through  his 
teacher  organization,  appeal  from  the  decision  of  Step  I  to  the  Divi- 
sional Head.  The  appeal  shall  be  in  writing  and  shall  be  accompanied 
by  a  copy  of  the  decision  of  Step  I. 

b.  Within  ten  school  days  after  delivery  of  the  appeal, 
the  Divisional  Head  shall  investigate  the  grievance,  including  giving 
all  persons  who  participated  in  Step  I  a  reasonable  opportunity  to 

be  heard. 

c.  Within  fifteen  school  days  after  delivery  of  the 
appeal,  the  Division  Head  shall  submit  his  decision  in  writing,  to- 
gether with  supporting  reasons,  to  the  aggrieved  teacher,  to  the 
teacher  organization  which  participated  in  this  step,  and  to  the 
principal. 

(continued) 
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ARTICLE  k   -   PERSONNEL,  CERTIFICATED 
GRIEVANCE  PROCEDURE 
3.  District  Level  (Step  III): 

a.  Within  ten  school  days  after  receiving  the  decision 
of  the  Divisional  Head,  the  aggrieved  teacher  may,  on  his  own  or  through 
his  teacher  organization,  appeal  from  the  decision  of  Step  II  to  the 
Superintendent  of  Schools,  or  his  designee*.  The  appeal  shall  be  in 
writing  and  shall  be  accompanied  by  a  copy  of  the  decision  of  Step  II. 

(*rhe  Board  of  Education  on  June  10,  1971^  designated  the 
Associate  Superintendent,  Administration,  as  the  designee.  This  applies 
to  8,11  further  references  to  "designee"  in  the  grievance  procedure.) 

b.  Within  ten  school  days  after  delivery  of  the  appeal, 
the  Superintendent,  or  his  designee,  shall  investigate  the  grievance, 
including  giving  all  persons  who  participated  in  Step  II  a  reasonable 
opportunity  to  be  heard. 

c .  Within  fifteen  school  days  after  delivery  of  the 
appeal,  the  Superintendent,  or  his  designee,  shall  submit  his  decision 
in  writing,  together  with  the  supporting  reasons,  to  the  aggrieved 
teacher,  to  the  teacher  organization  which  participated  in  this  step, 
and  to  the  principal. 

k.     Board  of  Education  or  Arbitration  (Step  IV): 

a .  Within  ten  school  days  af^er  receiving  the  decision 
of  the  Superintendent,  or  designee,  the  aggrieved  teacher  may,  on  his 
own  or  through  his  teacher  organization; 

(1)  Appeal  the  Superintendent's,  or  designee's, 
decision  in  vrriting  to  the  Board  of  Education  which  shall  schedule  the 
matter  for  a  hearing  within  ten  school  days  at  an  Executive  Session 
following  the  receipt  of  the  appeal;  or 

(2)  Appeal  the  Superintendent's,  or  designee's, 
decision  in  writing  to  an  arbitrator  who  shall  take  testimony  and 
receive  evidence  concerning  the  alleged  grievance  and  render  written 
findings  of  fact  and  a  decision  to  the  parties.  If  the  parties  cannot 
agree  on  the  selection  of  the  arbitrator  within  five  school  days,  a 
request  shall  be  made  of  the  American  Arbitration  Association  to 
appoint  an  arbitrator  who  shall  proceed  under  the  rules  of  the  American 
Arbitration  Association.  The  decision  of  the  arbitrator  shall  be  final 
and  binding  on  both  parties.  The  fee  and  expenses  of  the  arbitrator 
shall  be  shared  by  the  parties  equally. 

(continued) 
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ARTICLE  h   -   PERSONNEL,  CERTIFICATED 

GRIEJMNCE^  raOCEDURE 

(At  such  time  that  a  court  of  competent  appellant 
jurisdiction  rules  that  Binding  Arbitration  is  not  legal,  the  follow- 
ing paragraph  will  supersede  that  above  paragraph. 

Appeal  the  Superintendent's,  or  designee's  decision 
in  writing  to  an  arbitrator  who  shall  take  testimony  and  receive  evidence 
concerning  the  alleged  grievance  and  render  written  findings  of  fact 
and  a  decision  to  the  parties .  If  the  parties  cannot  agree  on  the 
selection  of  the  arbitrator  within  five  school  days,  a  request  shall 
be  made  of  the  American  Arbitration  Association  to  appoint  an  arbi- 
trator who  shall  proceed  under  the  rules  of  the  American  Arbitration 
Association.  The  decision  of  the  arbitrator  shall  be  advisory  to  the 
Board  and  the  teacher. 

At  the  school  board  meeting  following  receipt  of  the 
advisory  award  from  the  arbitrator,  the  Board  shall  make  a  decision 
and  notify  the  teacher,  the  administrator  at  Step  I  and  the  teacher 
organization,  if  any.) 


No  teacher  at  any  stage  of  the  grievance  procedure  will  be 
required  to  meet  with  any  administrator  without  representation  froin  the 
teacher  organization. 

The  term  "teacher"  as  used  in  this  document  shall  refer  to 
all  non -administrative,  certificated  employees. 

V/herever  reference  is  made  to  the  "representative  of  the 
teacher  organization"  or  "teacher  organization  involved"  or  "teacher 
organization"  tne  word  "counsel"  may  be  substituted. 

In  all  steps  of  the  grievance  procedure  when  it  becomes 
necessary  for  individuals  to  be  involved  during  school  hours,  they  shall 
be  excused  with  pay  for  that  purpose. 

The  primary  purpose  of  this  procedure  is  to  secure,  at  the 
lowest  procedural  step  possible,  equitable  solutions  to  a  claim  of  the 
aggrieved . 

Since  it  is  important  that  grievances  be  processed  as  rapidly 
as  possible,  the  number  of  days  indicated  at  each  procedural  step  shall 
be  regarded  as  a  maximum  and  every  effort  shall  be  made  to  expedite  the 
process.  The  time  limits  specified  may,  however,  be  extended  by  mutual 
agreement  of  the  aggrieved  teacher(s)  and  the  school  district.  In  the 
event  a  grievance  is  filed  on  or  after  June  1,  the  time  limits  set  forth 


(continued) 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

GRIEVANCE  PROCEDURE 

herein  shall  he   reduced  so  that  the  grievance  procedure  may  be  exhausted 
prior  to  the  end  of  the  school  term  or  as  soon  thereafter  as  practicable. 

If  a  grievance  arises  from  the  action  of  authority  higher 
than  the  principal  of  a  school,  the  teacher  may  present  such  grievance 
at  the  appropriate  step  of  the  grievance  procedure. 

Failure  at  any  step  of  this  procedure  to  communicate  the 
decision  on  a  grievance  within  the  specified  time  limits  shall  permit 
lodging  an  appeal  at  the  next  step  of  this  procedure  within  the  time 
allotted  had  the  decision  been  given.  Failure  to  appeal  a  decision 
within  the  specified  time  limits  shall  be  deemed  an  acceptance  of  the 
decision. 


Adopted t  Resolution  #17-22A11 

adopted  by  the  Board  of  Education 
July  22,    1971 


Ref:  Memo  of  Understanding  1975-76;  Resolution  #59-l6-B7, 
September  l6,  1975 

The  1974-75  grievance  procedure  (Board  Policy  4130)  which 
contains  a  provision  for  binding  arbitration  shall  continue  in 
effect  uader  this  Agreement  with  the  following  revisions: 

A.  A  griavance  shall  be  submitted  in  writing  and  discussed  with 
the  principal;  provided  however  that  no  grievance  may  be  filed 
more  than  15  school  days  after  the  grievant  knew  or  have  known 
of  the  circxMistances  which  gave  rise  to  the  grievance. 

B.  Except  where  a  hardship  exists  grievances  shall  be  processed 
through  Step  III  after  school  hours. 

C  •  Whe:i  a  condition  exists  which  gives  rise  to  a  grievance  and 
which  affects  more  than  one  employee  and  has  a  recognizable 
impact  upon  more  than  one  school,  an  employee  organization 
may  file  a  grievance  on  behalf  of  such  employees  who  request 
such  representation  and  proceed  to  process  the  grievance  at 
Step  II. 
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/iRTICLE  h  -   PERSONNEL,  CERTIFICATED 
THE  TEACHER  -  ACTIVITIES 

1.  Outside  Activities  in  School  Hours.  Teachers  shall  not 
work  on  personal  matters  during  school  hours,  whether  such  work  involves 
calling  at  the  office  of  the  Board  of  Education,  using  school  telephones, 
writing  letters  during  school  time,  or  in  any  other  way  employing  school 
facilities  or  time  for  such  activities.  Action  may  be  taken  against  any 
employee  of  the  district  who  violates  this  regulation. 

2.  Cooperation  with  Principal  and  Responsibility  for  Order. 
Teachers  shall  follow  the  principal's  instructions  and  cooperate  with 
him  at  all  times  in  all  matters  necessary  for  the  general  welfare  of 
the  school,  not  only  during  school  hours,  but  also  during  recess  and 
other  Intermissions,  and  before  and  after  school  hours.  He  shall  be 
responsible  fra*  the  discipline  and  work  in  his  classroom  and  shall 
assist  in  the  general  supervision  of  pupils  on  the  school  premises, 

in  yard,  hall,  and  on  stairways,  *and  in  going  to  and  returning  from 
school . 

^Section  13557^  Education  Code. 

3.  Use  and  Care  of  Equipment;  Ventilation,  Temperature; 
Light;  Health  Regulations.  Teachers  shall  take  all  reasonable  pre- 
cautions to  secure  proper  ventilation,  temperature,  and  light  and  shall 
observe  health  regulations*  as  established.  They  shall  take  the  same 
precautions  to  insure  the  care  of  furniture,  apparatus,  instructional 
materials,  and  other  equipment  in  the  classroom. 

♦Administrative  Regulations  Ri<-130 

k.     Tardiness .  Teachers  shall  arrive  for  duty  fifteen 
minutes  before  their  school  day  begins.  Teachers  shall  be  reported 
to  the  assistant  superintendent  of  the  division  when  tardy  a  total  of 
three  or  more  times  in  any  one  month.  Frequent  or  habitual  tardiness 
will  be  considered  neglect  of  duty. 

5 .  Notice  of  Change  in  Name  or  Residence .  It  is  the  duty  of 
the  teacher  to  give  immediately  to  the  principal  of  the  school  in  which 
he  is  employed  and  to  the  Coordinator  of  Personnel  notification  of  change 
in  name,  residence,  and  telephone  number. 

6.  School  Records,  Instruction  Books,  Supplies  and  Materials. 
Upon  separation  from  service  in  any  school  by  transfer  or  otherwise, 
teachers  must  leave  in  said  school  all  official  records  and  record  books, 
instruction  books  (including  "Teachers'  Editions"),  supplies,  and  materials 
belonging  to  that  school. 

(Paragraphs  2   through  6  of  pi<-130  combined  with  PU13O.I  pursuant  to 
Resolution  #69-20S2  adopted  by  the  Board  of  Education  September  20,  I966.) 
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ARTICLE  4  -   PERSONNEL,   CERTIFICATED 

prd:?essional  growth 

In-Service  Program.  Participation  in  the  in-sexvice  education 
program  as  a  means  of  self- development  and  of  keeping  abreast  of  the 
profession  sh&].l  be  regarded  as  an  essential  part  of  each  employee's 
contract  as  well  as  an  opportunity  for  advancement  professionally  and 
materially.  A  program  of  in-service  education  shall  be  developed  and 
administered  throughout  the  instructional  department  by  the 
Superviaor,  Inservice  Section,  Professioxial  and  Pupil  Personnel 
Service  Division.  .  Records  of  the 

program  and  of  its  completion  by  employees  shall  be  made  a  part  of  the 
files  of  the  Salary  Supervisor  >  ^^^  "t^^  records  of  accomplishment  shall 
be  considered  by  the  Itersonnel  Director    in  matters  affecting  promo- 
tions or  in  fixing  salaries. 


1962 
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ARTICLE  k  -   FERSOWKEL,  CERTIFICATED 

PRCMOTIONS 

Candidates  for  promotion  are  required  to  furnish  the  Certificated 
Pei*sonnel  Departmenl^l  necessary  data  to  assist  in  the  evaluation  of 
the  candidates'  applications.  Merit  for  promotions  shall  be  deter- 
mined from  adequate  and  reliable  written  reports  upon  the  service  of 
the  applicant  or  eligible  and  from  certified  evidence  of  increased 
education  and  training  for  the  particular  advanced  service. 


1^62 
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ARTICLE  h  -    EERSOHNEL,  CERTIFICATED 

PUBLICATION  OF  ARTICLES  AND  PRODUCTIONS  BY  EMPLOYEES 

The  limitations  on  use  of  productions  ol'  employees  in  the 
public  schools  is  rioverned  by  Section  9^^^  of  the  State  Education  Code, 
which  c].early  states  that  no  member  of  the  school  governing  board, 
officer,  or  employee  of  the  school  district  shall  act  as  agent  for  any 
author,  publisher,  bookseller,  or  other  person  to  introduce  any  book, 
apparatus,  furniture,  or  to  contract  for,  or  receive  any  gift  or  reward 
for  introducing  or  recommending  the  article.   This  section  does  not 
prohibit  a  teacher  in  the  school  district  from  receiving  royalties  or 
other  compensation  from  the  publisher  or  producer  of  a  book  or  other 
instructional  material  written  and  designed  by  the  teacher  and  adopted 
or  purchased  by  the  State  or  by  any  school  district,  other  than  compen- 
sation paid  as  commission  to  the  teacher  for  negotiating  sales  to  the 
district  by  which  the  teacher  is  employed.  No  district  shall  have  or 
claim  the  right  to  receive  any  such  royalty  or  compensation  due  to  any 
teacher  employed  by  the  district  unless  the  material  was  prepared  during 
the  normal  school  day  during  which  the  teacher  is  required  to  be  on  duty. 

Violations  of  the  above  regulations  shall  be  deemed  as 
unprofessional  conduct. 


^  '  P  J1I32 
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AETICLE  4  -  PEELS  OMEL,  CERTIFICATED 

POLICY  REIATIVE  TO  ATTEHDAUCE  AT  CONVEWTIOWS 

1.  Deputy  Superintendents,  Asaooiate  Superintendents,  and 
the  Legal  Adviser  may  attend  one  out-of-state  convention 
and  two  state  conventions  each  year. 

2,  Assistant  Superintendents  may  attend  one  out-of-state 
convention  and  one  state  convention  each  year. 

5«  Directors  may  attend  one  out-of-state  convention  in  their 
respective  fields  every  three  years  and  one  state  convention 
each  year. 

4.  Supervisors  may  attend  one  state  convention  each  year 
in  their  respective  fields. 

5.  Secondary  School  Principals  may  attend  one  state  conven- 
tion each  year.  One  Principal  from  each  educational 
level — senior  high,  junior  high,  and  elementary — ^may 
attend  one  out-of-state  convention  each  year.  Selection 
is  to  be  made  on  the  basis  of  the  recommendation  of  the 
Assistant  Superintendent  in  charge  of  the  division/ 

6.  Ten  Elementary  School  Pirincipals  may  attend  one  state 
convention  each  year. 

7.  Any  certificated  employee  below  the  rank  of  principal 
who  is  an  officer  of  a  state,  regional,  or  national 
educational  organization,  or  who  has  been  regularly 
elected  by  his  local  organization  to  represent  the 
organization  at  a  state,  regional,  or  national  conven- 
tion, or  is  on  a  program  of  such  a  convention  or  con- 
ference, may  be  excused  without  loss  of  salary  to 
attend  such  convention  at  no  other  expense  to  the 
district. 

8.  One  Assistant  Principal  from  each  educational  level — senior 
high,  junior  high,  and  elementary — ^may  attend  such  profess- 
ional and  educational  meetings  annually  as  may  be  recommended 
by  the  Superintendent  and  approved  by  the  Board  of  Education. 

9«  From  one  to  seven  teachers  may  attend  professional  and 
educational  meetings  annually  upon  recommendation  of  the 
Superintendent  and  approval  of  the  Board  of  Education. 

1961 
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ARTICLE  h   -   PERSONNEL  -  CERTIFICATED 

REIMBURSEMENT  FOR  TRAA^L  EXPENSES 

*1.  Upon  the  approval  of  the  Superintendent,  any  employee  may 
i^e  riesi  ,^nated  to  attend  conferences  or  '-onventions  subject  to  the  following 
conditions: 

a.  Prior  review  and  approval  from  the  Division  Head. 

b.  Funds  are  appropriated  for  such  activities, 

c.  Employees  shall  be  reimbursed  under  the  guidelines 
established  by  the  District  fiscal  office  and  consistent  with  provisions 
of  the  Education  Code  for.  actual  and  necessary  expenses  incurred. 

d.  Submission  of  a  brief  written  report  upon  completion  of 
conference  or  convention. 

2.  Members  of  the  Board  of  Education,  the  Superintendent,  and 
the  Legal  Adviser  shall  be  entitled  to  the  same  travel  allowance  for  travel 
performed  on  behalf  of  or  under  authority  of  the  San  Francisco  Unified 
School  District,  as  designated  in  the  Annual  Travel  Ordinance  as  adopted 

by  the  Board  of  Supervisors  for  officers  of  the  City  and  County  of 
San  Francisco, 

The  Superintendent  and  Board  Members  shall  be  authorized 
to  attend  and  participate  at  appropriate  meetings  of  service  and  civic  clubs, 
the  Chamber  of  Commerce,  coordinating  councils  and  other  organizations  where 
the  organization  is  considering  matter  which  would  affect  the  operation 
of  the  School  District,  and  to  be  reimbursed  for  all  necessary  school 
business  expenses  not  otherwise  covered  by  existing  travel  policy  of 
attendance  at  conferences  and  conventions, 

3.  Automobile  Allowance  in  Lieu  of  Railroad  Fare.   Employees 
who  are  authorized  by  Board  resolution  to  attend  meetings  with  expenses 
paid  may  travel  by  private  automobiles  in  lieu  of  travel  by  bus,  railroad  or 
air  lines.   The  following  regulations  cover  reimbursement  for  travel  by 
private  automobile  in  lieu  of  common  carrier: 

H,      The  allowance  for  travel  will  be  based  on  first  class 
round  trip  railroed  fare,  without  tax  (exclusive  of  Pullman  accommodations) 
between  San  Francisco  and  the  point  of  destination.   If  a  private  automobile 
is  used,  the  name,  model,  year,  and  license  number  of  the  automobile  must 
be  shown  on  the  travel  expense  voucher  with  the  statement  "traveled  by 
private  automobile  in  lieu  of  transportation. " 

b.   If  two  or  more  officers  or  employees  of  the  school 
district  are  authorized  to  attend  the  same  meeting  within  the  state  and 
travel  in  the  same  automobile  on  the  same  trip,  mileage  may  be  allowed  in 
accordance  with  the  established  rate  per  mile,  on  the  basis  of  the  official 
mileage  between  San  Francisco  and  the  place  at  which  the  meeting  is  held, 
as  established  by  the  State  Division  of  Highways  or  the  California  State 
Automibile  Association.   If  mileage  is  claimed  under  this  provision,  the 
official  or  employee  in  whose  car  the  trip  is  being  made  shall  secure  the 
official  mileage  frcm  the  Fivision  of  Fiscal  Control  and  shall  indicate 
on  the  expense  voucher  the  names  of  the  persons  traveling  in  the  car.   The 
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ARTICLE  k   -   PERSONNEL  -  CERTIFICATED 

REIMBURSEMENT  FOR  TRAVEL  EXPENSES  (continued) 


person  in  whose  car  the  trip  is  made  will  claim  the  mileage.   The  other 
riders  will  indicate  on  their  travel  expense  voucher  in  whose  car  the 
trip  was  made  and  will  show  no  claim  for  transportation. 


Adopted:  Resolution  #011-2l+Sg  1,  as  amended  by  #011-2UA3,  December  3,  1970 
Revised:   Resolution  #29-12A6,  September  26,  1972 
Revised:  Resoultion  #35-29-Sp  7,  May  29,  1973 

P  U133.I 
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ARTICLE  h  -   PERSOrJNEL,  CERTIFICATED 

R]j:IMBIJ1^SEMF:NT  for  damage,  or  THP:Ff  to  PICiaONAL  PROPERTY 
It  shall  be  the  policy  of  the  school  district,  as  pro- 
vided in  State  Education  Code  Section  8l7j  to  reimburse  employees 
for  damage  or  theft  thereof  of  (to)  personal  property.  However, 
employees  are  to  be  reimbursed  only  if  the  damage  or  theft 
thereof  is  the  result  of  pupil  supervision  or  vandalism  when  said 
property  is  damaged  in  the  line  of  duty  without  fault  of  the 
employee. 


Pursuant  to 

Resolution  No.  U6-l6S2  adopted 

by  the  Board  of  Education 

June  16,  196^:  Amended 

by  Resolution  No.  612-20S1 

adopted  by  the  Board  of  Education 

December  2C,  1966;  Amended 

by  Resolution  No,  310- 9A^  adopted 

by  the  Board  of  Education 

October  23,  1973. 
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SECTION        TUTORING 
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Date; 


Private  Teaching  for  Pay.      No  administrator,    teacher, 
or  non-certificated  employee  shall  give  private  lessons  or 
instruction  for  pay  to  any  pupil  who  is  a  nnember  of  the  school 
or  class  in  which  the  administrator,    teacher,    or  non-certificated 
employee  is  employed;  nor  shall  he/she  use  any  roona  or  building 
of  the  public  schools  for  the  purpose  of  giving  private  lessons  or 
instruction  for  pay. 


HISTORY /AUTHORIZATION 
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SECTION         ACTIVITIES 


Page    1      of      I 
Date; 


Membership  in  Professional  and  Employee  Organizations. 
The  Board  of  Education  has  approved  the  following  policies  for  the 
district  covering  membership  in  professional  and  employee  organi- 
zations: 

1.  Teachers  and  all  other  employees  of  the  Board  of 
Education  shall  have  complete  freedom  in  selecting 
the  professional  or  employee  organizations  which 
they  may  wish  to  join,    without  coercion  of  any  kind 
from  any  administrative  officer  or  other  school 
employee. 

2.  Whatever  courtesies  are  extended  to  any  employee 
organization  in  the  schools   shall  be  fully  and 
unreservedly  extended  to  all  employee  organizations. 

3.  The  use  of  any  coercion  or  pressure  by  any  principal 
or  other  administrative  officer  or  other  school 
employee  to  influence  any  teacher  or  other  employee 
to  join  or  refrain  from  joining  any  organization  shall 
be  deemed  to  be  unprofessional  conduct, 

4.  The  Superintendent  of  Schools   shall  call  attention  to 
this  regulation  at  the  beginning  of  each  school  term 
by  means  of  a  notice  in  the  San  Francisco  Unified 
School  District  Newsletter. 


HISTORY /AUTHORIZATION 

1961 

Correction  of  publication's  title,    February  2,    1976 
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ARTICLE  h  -   PERSOj}IMEL  -  CERTIFICATED 

■-  EMPLOYEE  ORGANIZATIONS 

1.  Dlstriljution.  of  Materials  in  Schools  by  Employee 
Organizations .  All  organizations  of  school  employees 
nay  use  school  delivery  service  once  a  month  for 
transmitting  notices  to  employees.   Such  materials 
shall  be  presented  for  delivery  clearly  addressed  to 
each  school,  properly  packaged  or  sealed  in  envelopes, 
and  vith  a  completed  approval  form  for  delivery  and 
attached  sample  on  file.  The  Superintendent  assumes 
no  responsibility  for  the  content  of  such  material. 

2.  Names  and  Addresses  of  School  Employees.  Employee 
organizations  desiring  names  and  addresses  of  school 
district  employees  shall  submit  a  written  request  to 
the  Superintendent.  Only  one  list  shall  be  furnished 
an  organization  each  year,  the  former  listing  held  by 
the  organization  to  be  returned. 

Other  organizations  or  firms  desiring  names  and 
addresses  of  certificated  employees  shall  make  arrange- 
ments with  the  Personnel  Director    'to  send  in  a 
representative  to  copy  the  lists  from  the  school 
record. 


1961 
Revised:  Resolution  #^8-123 -a  1,  August  12,  197$  f   103^.1 
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ARTICLE  h  -    PEP.SONMEL  -   CERTIFICATED 

POLITICAL  ACTiviry 

Till  political  activity  relative  to  any  candidate  is  prohibited 
on  school  grounds  during  school  hours. 

All  political  activity  relative  to  issues  or  propositions  is 
prohibited  on  school  grounds  during  school  hours  unless  expressly 
approved  by  the  Board  of  Education. 

This  policy  is  in  conformity  with  Section  13004  of  the 
State  Education  Code,  which  reads  as  follows : 

Political  Activities.  Neither  any  local  legisla- 
tive body  nor  any  school  district  governing  board 
shall  enact  or  enforce  any  ordinance  or  promulgate 
or  enforce  any  rule  or  regulation  which  limits, 
Muring  their  off-duty  hours ,  the  participation 
of  school  employees  in  political  activities 
not  prohibited  by  this  code. 

^underscore  ours 


1961  P  4136 
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ARTICLE  h  -   FERSOMEL  -  CEJRTIFICATED 

VETOING  MACmHES  OPERATED  BY 
SCHOOL  DISTRICT  PERSONNEL 


School  district  employees  may  be  granted  permission  to 
operate  soft  drink  and  beverage  vending  machines  in 
areas  reserved  for  the  use  of  such  employees,  as 
authorized  by  the  Superintendent  . 


Authorized  by  Board 
Resolution  #312-10S'4- 
December  10,  I963 
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SECTION 


ATTENDANCE  AT  MEETINGS  CALLED  BY  THE 
STATE  SUPERINTENDENT  OF  PUBLIC  INSTRUC- 
TION AT  THE  STATE  CAPITAL  AND  OTHER 
CATJFDRNTA    rTTTF.c; 


Page    1      of     1 
Date; 


The  Members  of  the  Board  of   Education  and  the  Superin- 
tendent of  Schools  are  authorized  to  attend  such  meetings  as  may  be 
called  by  the  State  Superintendent  of  Public  Instruction  at  Sacramento 
or  other  cities  in  the  state  or  to  transact  business  with  the  State 
Department  of  Education  at  Sacramento. 

The  Superintendent  is  authorized  to  send  members  of  his/her 
staff  to  Sacramento  to  transact  business  with  the  State  Department 
of  Education  as  nnay  be  required  in  connection  w^ith  nnatters  pertaining 
to  accounting,    attendance,    credentials,    curriculum,    finance  and 
retirement.      Expenses    are  to  be  allowed  and  paid  from  funds  appropri- 
ated for  such  activities. 

The  Superintendent  and/or  staff  members  as  designated 
by  the  Superintendent  are  authorized  to  meet  with  Federal,    State  or 
school  agencies  in  connection  with  Federal  or  State  programs  and 
projects  of  the  School  District;  expenses  to  be  paid  from  funds 
appropriated  for  such  purposes. 


HISTORY /AUTHORIZATION 
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Revised:     Resolution  #69-6S8,    September  6,    1966 
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SECTION        SALARY  GUIDES 
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1.  1,     Salary  and  Method  of  Payment.     Compensation  of 

certificated  employees  shall  be  fixed  in  accordance  with  salary 
and  wage  schedules  authorized  by  the  Board  of  Education,     Salaries 
shall  be  paid  monthly  in  twelve  equal  installments  each  year  except 
as  provided  otherwise. 

2.     Adoption  of  Salary  Schedule.     A  salary  schedule 
adopted  by  the  Board  is  in  effect  only  for  the  year  for  which  it 
was  adopted.     The  adoption  of  a  salary  schedule  repeals  all 
former  policies  and  regulations  in  conflict  with  the  provisions  of 
the  newly  adopted  schedule. 

■3,  Establishing  Salaries,  The  Board  of  Education  has  the 
power  to  fix,  alter,  and  approve  all  salaries  and  corxpensations  of 
teachers  aud  all  other  persons  employed  by  the  school  district. 


HISTORY /AUTHORIZATION 


1962 
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Alt TIG r^  k   -  PERSONNEL,  CERTIFICATED 
LEAVES  OF  ABSENCE 

1,  jeaves  of  absence  for  Personal  Business, 

a.  Such  leaves  may  be  granted  by  the  Board  of  Education 
upon  the  recommendation  of  the  Superintendent  for  a 
period  of  one  year.  The  Board,  upon  recommendation  of 
the  Superintendent,  may  extend  such  leaves  for  a  period 

.not  to  exceed  a  total  of  two  years  from  the  beginning 
of  the  original  leave.   If  such  Leave  terminates  during 
the  last  two  months  of  any  school  term,  such  leave 
shall  be  extended  to  the  end  of  that  term  upon  recommen- 
dation of  the  Superintendent, 

In  ail  cases  of  leaves  for  personal  business,  the  appli- 
cant must  state  in  the  request  for  leave  the  exact  nature 
of  the  personal  business  for  which  leave  is  desired. 
The  Superintendent's  decision  shall  be  conclusive. 

b.  iicave  of  Absence  for  Personal  Business  Granted  by  the 
Superintendent ,   The  Board  of  Education  delegates  to 
the  Superintendent  the  authority  to  grant  .any  leave  of 
absence  in  conformity  with  the  policies  and  regulations 
of  the  Board  pertaining  to  leaves  for  a  period  not  to 
extend  beyond  twenty  school  days  without  submission  of 
the  request  to  the  Board  of  Education  for  approval, 

c.  Emergency  Leave,  A  member  of  the  certificated  staff 
may  be  absent  without  pay  because  of  an  emergency  for 
a  period  not  to  exceed  three  school  days, 

2,  leaves  of  Absence  for  Professiona  .  Meetings  Without,  Loss 
of  Paj^,  Leaves  may  be  granted  by  the  Board  of  Ecucation 
for  the  purposes  of  visiting  schools,  attending  profession- 
a'l   meetings,  or  carrying  out  special  assignments  of  school 
work,  A  1  traveling  expenses  are  subject  to  approval  by 
the  Board, 

The  Superintendent  shall  be  empowered  to  excuse  employees 
for  such  purposes  for  a  period  not  to  exceed  two  school 
days,  except  that  when  a  substitute  is  needed  or  other 
expenses  to  the  School  District  are  involved,  approval 
must  be  given  by  the  Board, 

3,  I.^aves  of  Absence  for  Professional  Growth,  '/Jhich  Inc  lused 
Travel  and  Study  (Other  'Than  Sabbatical  Leave ) ,  Upon  the 
recommendation  of  the  Superintendent,  the  Board  of  Educa- 
tion may  grant  leaves  of  absence  for  professional  growth 
for  a  period  of  one  year. 

Upon  the  recommendation  of  the  Superintendent,  the  Board 
may  grant  an  extension  of  this  leave  for  professional 
growth  for  a  period  not  to  exceed  one  additional  year, 

(continued) 
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AtiTIGuE  h  -   PERSONNE,'.,  CERTIFICATED 

LEAVES  OF  ABSENCE  (continued) 

^»  Required  Service  Af i.er  Return  From  Leave,  '/^en  a  certif- 
icated employee  has  returned  from  a  leave  of  absence  for 
travel,  study,  or  persona i  business,  he  must  serve  a 
period  of  three  school  years  in  the  San  Francisco  Unified 
School  District  before  he  will  be  eligible  for  an  addi- 
ti.onal  leave  of  absence  for  these  purposes  (one  year  shall 
be  at  least  75  per  cent  of  the  days  required), 

5»  .jr^eaves  of  Absence  for  Exchange  Purposes.  Such  leaves 
shall  be  governed  by  the  provisions  of  the  California 
Education  Code  and  the  administrative  regulation  R  UoO 
cf  the  Board  of  Education  not  in  conflict  therewith. 

6,  Leaves  of  Absence  for  Care  of  Relative  vJho  is  111. 
Leaves  of  absence  may  be  granted  persons  to  care  for 
first  degree  relatives  or  other  relative  of  the  immediate 
household  for  a  period  of  six  months.  If  such  leave 
terminates  during  the  last  two  months  of  any  school  term, 
su.ch  leave  shall  be  extended  to  the  end  of  that  term  upon 
the  recommendation  of  the  Superintendent, 

The  Board  of  Education,  upon  recommendation  of  the  Super- 
intendent, may  extend  such  leaves  for  a  period  not  to 
exceed  a  period  which  wi^l  make  a  total  of  two  years  from 
the  beginning  of  the  original  leave.  Immediate  family 
shall  include  husband,  wife,  children,  parents  (or  other 
person  who  has  actually  served  in  the  capacity  of  a 
parent),  brothers  and  sisters,  or  other  relatives  of  the 
iriimediate  household,  < 

7,  i. eaves  of  Absence  -  Adult  Division  -  Decreased  Enrollment. 
Upon  the  recommendation  of  the  Superintendent,  leaves  of 
absence  without  compensation  may  be  granted  for  one-year 
periods  and  renewed  annually  thereafter  upon  request  of 
teachers  in  the  Adult  Division  when  their  classes  are  too 
small  to  justify  continuance  at  the  time, 

8,  Absence  for  X-Ray  Examination,  The  Principal  may  excuse  a 
teacher  or  a  non-certificated  empioyee  for  a  limited 
period  of  time  for  the  purpose  of  securing  an  X-ray  exam- 
ination as  required  by  the  school  district, 

9,  No  Leaves  of  Absence  Granted  During  Probationary  Period, 
No  leave  of  absence  for  travel,  study,  or  personal  busi- 
ness sha : 1  be  granted  to  a  certificated  employee  during 
his  period  of  probation,  except  in  such  instances  as  the 
Superintendent  may  recommend  for  the  benefit  of  the 
school  district, 

(continued) 
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LEAVES  OF  ABSENCE  (continued) 

10,  Motif ic at ion  of  Expiration  of  Leave,  A  certificated 
employee  on  leave  of  absence  shail  notify  the  Superin- 
tendent in  writing  at  least  two  weeks  in  advance  of  the 
expiration  of  such  Leave  of  his  intention  to  return  to 
school  duties,  '/Jhere  leave  extends  over  the  summer  or 
Christmas  vacation  period,  he  sha^l  give  notice  in 
writing  of  his  intention  to  return  to  school  duties  at 

east  six  weeks  before  the  close  of  the  school  term 
preceding  termination  of  ieave.  The  Superintendent  is 
empowered  to  waive  this  provision  whenever  the  person 
is  physically  unable  to  send  such  notice, 

11,  Assignment  of  Certificated  Employees  Upon  Return  to 
Duty  from  ..eave.  Such  employee  upon  return  from  leave 
of  absence  or  from  absence  due  to  illness  shall  be 
assigned  to  a  position  similar  to  that  which  he  left, 

12,  Unprofessional  Ccnduct,  Certificated  employees  obtain- 
ing leave  of  absence  through  misrepresentation  sha] 1 
bo  deemed  guilty  of  unprofessional  conduct, 

*13,  Use  of  Sick  : ,eave  for  Personal  Necessity,  Employees 
may  be  absent  for  personal  necessity  not  to  exceed 
six  (6)  days  for  each  school  year,  such  days  to  be 
deducted  from  sick  leave  authorized  under  the  Education 
Code,  provided  the  days  allowed  do  not  exceed  the  number 
of  full  pay  days  of  illness  or  injury  leave  to  which 
the  employee  is  entitle.  Payment  for  such  absence 
sha ,  1  be  made  only  upon  the  emploj'-ee's  written  statement 
requesting  that  the  absence  be  charged  against  his  sick 
leave  and  that  said  absence  was  due  zo   a  personal  necessity. 
The  nature  of  the  necessity  shall  be  stated  and  the  facts 
vei'ified  by  the  principal  to  the  best  of  his  ability.  The 
Board  of  Education  delegates  to  the  Superintendent  the 
authority  to  grant  such  requests  if  he  deems  the  request 
justified  as  a  personal  necessity  within  the  intend  of 
the  statute, 

* ("Emergencies"  changes  to  "necessity"  to  conform  with  amendment 
to  Education  Code  Section  13U68.5,  (Stats  1971, Ch  772),) 

(continued) 
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Date:  March  ^.  1Q76 


*lk .  Leaves  in  the  event  of  maternity  and  child  care. 
It  shall  be  the  policy  of  this  Board  that: 

a.  No  leave  of  absence  (maternity  leave)  shall  be  re- 
quired of  certificated  employees  in  connection  with 
the  arrival  of  a  child  through  natural  birth  or 
adoption; 

b.  Teniporary  disabilities  resulting  from  pregnancy, 
miscarriage,  childbrith  or  recovery  therefrom  shall 
be  treated  as  any  other  illness  or  disability. 
Certificated  employees  shall  be  entitled  to  utilize 
a±c)s.  leave  (including  five-month,  substitute-deducted 
pay,  if  needed)  for  such  disabilities. 

c.  The  length  of  the  sick  leave  (temporary  disability), 
including  the  date  on  v^ich  the  leave  shctLL  commence 
and  the  date  on  which  the  employee  shall  resume 
duties,  shall  be  determined  by  the  estployee  and  the 
esiployee's  physician.  The  manner  of  reporting 
absences  for  a  teniporary  disability  res  lilting  from 
pregnancy,  miscarriage,  childbrith  or  recovery  there- 
from shall  be  the  same  as  the  manner  of  reporting  any 
sick  leave,  except  as  noted  above. 

d.  X<eaves  of  absence  for  purposes  related  to  pregnancy 
(i.e.  child  care)  which  are  in  addition  to  sick  leave 
granted  for  the  temporary  disability  may  be  granted 
as  a  leave  without  pay. 

15.  The  Superintendent  shatLl  have  the  authority  to  grant 
extensions  under  all  District  leave  policies. 


*To  conform  to  State  legislation  effective  January  1,  1976 


HISTORY /AUTHORIZATION 

Adopted:  Resolution  #26-29S-g  2,  July  11,  1972 

Amended:  Memo  of  Understanding  1975-76;  Resolution  #59-l6-B7,  September  I6,  1975 

Amended:  Resolution  #63-9  Sp  7,  March  23,  I976 


San  Francisco  Unified  School  District- 
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ARTICLE  ^4-  -  FERSOIWEL,  CERTIFICATED 

ABSENCE  -  FOREIGN  EXCHANGE  TEACHERS 

Foreign  exchange  teachers  on  duty  in  this  district  are 
permitted  to  ahsent  themselves  from  duty  for  a  period  not  to  exceed 
five  days  to  engage  in  activities  in  furtherance  of  the  program  for 
international  understanding.   Substitutes  are  to  be  provided;  absence 
is  to  be  approved  in  advance  by  the  Personnel   Director  and  the 
school  principel.^ 


Res.#06-2is8,  6-21-60 


1962  P  4150.1 

Revised:  Resolution  #38-l2S-a  1,   August  12,   1971? 
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Policy  Manual 

ARTICLE  h  -    EERSOKNEL,    CERTIFICATED 
ABSENCES  BECAUSE  OF  ILLNESS 


P  U15I 


1,   Period  of  Absence.  Mem'bers  of  the  certificated  staff  who 
are  absent  froin  duty  because  of  personal  illness  will  be  marked  "absent" 
for  a  period  not  in  excess  of  five  months  in  any  one  school  year.   A 
leave  is  not  required  for  this  period.  After  five  months  a  Board  leave 
is  required.   However,  should  the  number  of  free  days  accumulated  exceed 
the  five  months ;  absence  will  be  honored  until  the  free  days  are 
exhausted,  and  a  Board  leave  will  not  be  required  unless  the  period  of 
absence  exceeds  these  days. 

Absence  because  of  illness,  accident,  or  quarantine  shall  be 
governed  by  provisions  of  the  Education  Code  and  the  policies  and  regula- 
tions adopted  by  the  Board  of  Education  which  are  not  in  conflict  there- 
with. 


Illness. 


2.   Local  Board  Regulations  Governing  Absence  Because  of 


a.  Salary  allowance  for  days  absent  because  of  illness, 
accident  or  quarantine  shall  be  made  in  accordance 
with  the  provisions  of  the  salary  schedule  in  force 
at  the  time  of  the  absence. 

b.  \Jhen   a  certificated  employee  has  been  absent 
because  of  illness,  accident,  or  quarantine  and 
has  received  full  sick  leave  for  the  time  allowed 
during  one  school  year,  his  request  for  an  extension 
of  such  absence  for  the  following  school  year  will 
be  granted  only  when  it  is  recommended  by  the 
Medical  Adviser  of  the  Board  of  Education  to  the 
Superintendent  for  approval  by  the  Board. 

c.  An  employee  absent  because  of  illness  for  more 
than  five  school  days  must  submit  a  medical  certif- 
icate containing  a  diagnosis;  for  an  extended  illness 
a  certificate  must  be  submitted  monthly. 

d.  An  employee  returning  to  duty  following  a  continuous 
absence  of  thirty  teaching  days  or  more  because  of 
illness  must  report  to  the  Medical  Adviser  of  the 
Board  of  Education  for  examination  and  verification 
of  fitness  to  return  to  duty. 

e.  Leaves  of  absence  because  of  illness  may  be  obtained 
by  any  certificated  employee  upon  request  sent 
through  the  principal  or  head  of  the  division  to  the 
Coordinator  of  Personnel. 


(continued) 
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ARTICLE  h   -  EERSONKEL,  CERTIFICATED 

ABSmCE  BECAUSE  OF  ILLNESS  (continued) 


3.   Leaves  of  Absence  Following  Five  Months  Absence  Because 
of  Illness.  The  five  months  or  100  days  sick  leave  allowed  in  one 
school  year  Includes  personal  accumulated  sick  leave.  Certificated 
employees  who  are  unable  to  return  to  duty  following  the  period  of  five 
school  months  foi'  which  they  receive  sick  leave  allowance  and  after 
exhaustion  of  accumulated  free  sick  days  shall  be  granted  a  leave  of 
absence  without  S8j.ary  allowance  for  a  period  not  to  extend  beyond  the 
end  of  the  school  year  in  which  the  absence  because  of  illness  occurs. 
If,  at  the  end  of  the  school  year,  the  employee  is  still  unable  to 
return  to  duty,  he  may  petition  the  Board  of  Education  for  an  additional 
sick  leave  aJ-lowance  for  the  next  school  year. 

h.  Leaves  of  Absence  for  Rest.  Such  a  leave  may  be  granted 
without  payment  of  salary  for  a  period  not  to  extend  beyond  the  end  of 
the  school  year  in  which  the  leave  is  granted. 


1962  P  i)-151 
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ARTICLE  h  -   PERSOMEL,  CERTIFICATED 

ABSENCE  BECAUSE  OF  INDUSTRIAL  ACCIDENT  AND  ILLNESS 


Absences  for  industrial  accidents  and  illnesses  for 
certificated  eniployees  shall  be  covered  by  the  provisions  of  State 
Education  Code  §13^69.1. 

The  period  of  allowable  leave  during  the  period  for 
which  the  employee  is  employed  by  the  school  district  is  the  same 
as  the  number  of  days  for  which  the  employee  is  receiving  compensation 
under  the  provisions  of  the  Workmen's  Compensation  Act. 


Source:  Resolution  #i+5-19S2 
adopted  by  the 
Board  of  Education 
May  19,  1964 


5/l96i^  ?  Ul^l.l 
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AKTICLE  k  -    PERSOMEL,  CERTIFICATED 

LEAVE  OF  ABSENCE  FOR  PHYSICAL  OR  MENTAL  DISABILITY 

1.  When  the  phycical  or  mental  condition  of  a  certificated 
employee  apparently  renders  him  unfit  for  service,  the  Superintendent 
shall  require  that  the  certificated  employee  be  examined  by  the  physician 
employed  by  the  Board  of  Education  to  determine  his  physical  or  mental 
fitness  for  service.  Wo  certificated  employee  shall  be  returned  to  duty 
when  the  report  of  the  physician  is  adverse. 

2.  When  a  certificated  employee  has  been  granted  leave  of 
absence  or  has  been  absent  from  duty  because  of  physical  or  mental 
disability  for  a  period  not  to  exceed  thirty  school  days,  the  Superinten- 
dent may  require  that  he  be  examined  before  returning  to  duty  by  the 
physician  employed  by  the  Board  of  Education  to  determine  the  fitness  for 
service  of  the  employee.   If  such  employee  is  absent  for  a  period  in 
excess  of  thirty  school  days,  examination  by  the  physician  employed  by 
the  Board  of  Education  shall  be  required  before  the  employee  returns  to 
duty  to  determine  the  fitness  for  service  of  the  employee.  When  such 
illness  or  accident  of  the  employee  comes  under  the  jurisdiction  of  the 
San  Francisco  Retirement  System,  the  recommendation  of  the  physician 
employed  by  the  Retirement  System  shall  be  conclusive.   No  certificated 
employee  shall  be  returned  to  duty  when  the  report  of  the  physician  is 
adverse. 


1961  .  P  U152 
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ARTICLE  k  -   PERSONNEL  -  CERTIFICATED 
MILITARY  IJIAYES 

1.  Provisions.  Leaves  of  alasence  for  military  or  naval  duty 
shall  "be  governed  "by  the  provisions  of  the  State  Education  Code  and  the 
Military  and  Veterans  Code  and  the  policies  and  regulations  as  adopted  hy 
the  San  Francisco  Board  of  Education  not  in  conflict  therewith. 

2.  Certificated  Employees  Returning  from  Military  Leave.  Such 
employees  have  the  right  to  reinstatement  provided  that  such  right  shall 
not  extend  to  any  employee  who  fails  to  return  to  the  school  district 
within  12  months  after  the  first  date  upon  which  he  could  terminate  his 
active  service  with  the  armed  forces.*  Employees  returning  from  military 
leave  have  the  right  to  reinstatement  regardless  of  physical  condition. 
Section  13552  of  the  State  Education  Code  relates  to  military  leaves,  and 
under  this  law  the  employee  has  the  right  to  immediate  re-employment 
upon  "being  placed  on  inactive  duty  if  application  is  made  within  ninety 
days  from  the  date  of  discharge  from  the  armed  forces.  No  provision 
contained  in  the  law  prescribes  that  the  veteran  must  pass  a  physical 
examination.  After  reinstatement,  however,  the  same  rules  concerning 
physical  and  mental  fitness  prescrihed  by  the  Board  of  Education  for  all 
employees  are  likewise  applicable  to  the  returning  veteran. 

3-  Leaves  for  Study  Upon  Return  from  Service.  Certificated 
employees  who  have  returned  from  military  leave  may,  upon  the  recommenda- 
tion of  the  Superintendent  of  Schools,  be  granted  leaves  of  absence  for 
such  periods  of  time  as  are  necessary  in  order  to  avail  themselves  of 
the  opportunity  for  further  study  as  authorized  by  the  Federal  Government, 
regardless  of  the  limitations  imposed  by  existing  policies  and  regula- 
tions of  the  Board  of  Education  relating  to  leaves  of  absence. 

k.     Reporting  to  Draft  Board.  The  Superintendent  is  authorized 
to  excuse  without  loss  of  salary  any  certificated  employee  who  may  be 
ordered  by  his  Draft  Board  to  report  for  physical  examination  or  other 
reason,  and  further  authorization  is  given  for  the  payment,  when  necessary, 
of  a  substitute  for  this  period  of  absence. 


*  Military  and  Veterans  Code  §395.1  amended  by  Statutes  of  I963, 
Chapter  566,  to  provide  that  right  to  reinstatement  of  employee 
returning  from  military  service  shall  not  extend  to  employee 
who  fails  to  return  within  12  months  of  termination  of  active 
service. 


(Education  Code  Section  #13552) 

1963  P  m5u 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 

LEAVjSS  for  service  in  the   AMERICAN  RED  CROSS  AND 

UNITED  arATES  MERCHANT  MARINE 

The  provisions  of  Policy  4l5i<-,  relating  to  leaves  of  absence 
for  certificated  employees  entering  the  military  service,  are  applicable 
also  to  all  members  of  the  certificated  staff  who  entered  into  the  full- 
time  paid  service  of  the  American  Red  Cross  between  September  IT,  19^0, 
and  June  30,  19^8,  or  who  entei^d  into  the  full-time  paid  service  of  the 
United  States  Merchant  Marine  between  July  1,  19^3^  and  June  30,  19^8. 


1962  P  415^.1 
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AHPICLE  h  -   FERSOKNEL,  CERTIFICATED 

S/UBBATICAL  LEAVE 

It  shall  be  the  policy  of  the  Board  of  Education  to  grant 
a  limited  number  of  sabbatical  leaves  each  yeax  to  certificated 
employees  in  accordance  with  the  provisions  of  the  State  Education 
Code  and  the  Administrative  Regulations  of  the  San  Francisco  Board 
of  Education,  R  4l55- 


1961  P  4l55 
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ARTICLE  h   -  PERSOMEL,  CERTIIICATED 
ABSENCE  FOR  DEATH  IN  FAMILY 

1.  Immediate  Family.  Certificated  employees  may  absent 
themselves  for  three  consecutive  school  days,  without  loss  of  salary, 
in  the  case  of  death  in  the  immediate  family.  Immediate  family  shall 
Include  hushand,  wife,  children,  parents  (or  any  person  who  has  actually 
served  in  the  capacity  of  the  parent),  "brothers  and  sisters,  parents-in-law,* 
or  other  relative  of  the  immediate  household.  When  the  funeral  in  connec- 
tion with  the  death  necessitates  ti^vel  time  during  school  days,  additional 
time,  not  to  exceed  two  days,  may  he  granted. 

2.  Second  degree  Relatives.  In  the  event  of  attendance  at 

the  funeral  of  a  second  degree  relative,  one  school  day's  absence  without 
loss  of  salary,  shall  be  allowed.  Second  degree  relatives  shall  include 
grandparents,  grandchildren,  uncles,  a\ints,  nephews,  nieces,  brothers-in- 
law,  and  sisters-in-law;  however,  when  no  substitute  is  required,  all 
persons  employed  in  the  administrative  offices  of  the  Board  may,  without 
loss  of  salary,  absent  themselves  for  not  more  than  three  school  days 
in  the  event  of  the  death  of  any  one  of  their  relatives  or  of  any  member 
of  their  immediate  household. 


% 


Education  Code  §13^70  amended  by  Statutes  of  I963,  Chapter  68I, 
to  provide  tliat  parents-in-law  are  members  of  the  immediate  family 
rather  than  second  degree  relatives. 


1963  P  '+156  ^ 
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AHPICLE  h  -   PERSONNEL,  CERTIFICATED 

ABSEireE  ON  HOLY  DAYS 

Upon  the  recommendation  of  the  Superintendent  and  the 
approval  of  the  Board  of  Education,  memhers  of  the  certificated  staff 
may  he  excused  from  duties  on  prescribed  holy  days  of  any  religious 
faith;  a  uniform  method  of  payment  shall  he  arranged  so  that  no 
discrimination  shall  he  made  as  to  whether  substitutes  may  or  may  not 
be  provided.  Employees  of  the  Jewish  faith  shall  be  permitted  to  be 
absent  on  the  days  of  Jewish  New  Year  and  the  Day  of  Atonement  without 
loss  of  salary;  employees  of  other  religious  faiths  may  be  absent  up 
to  two  days  per  school  year  without  loss  of  salary  when  such  days  are 
of  comparable  religious  importance  to  such  groups. 


1961  P  U157 
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ARTICLE  k  -   PEKSOKNEL  -  CHILDREN'S  CENTERS 

ABSENCES  AND  LEAVES  -  CHILDREN'S  CENTERS 

Leaves  of  Absence  policies  for  Children '  s  Center  employees 
accord  with  such  regulations  applicable  to  other  employees  of  the 
School  District,  except  that  the  district  policy  pertaining  to 
sabbatical  and  exchange  leaves  does  not  include  Children '  s  Center 
teachers . 

Absence  because  of  illness  policies  for  all  Children's 
Center  employees  are  the  same  as  those  applying  to  other  employees  of 
the  district. 


1961  P  4158 

Revised:  Resolution  #58-1735,  August  I7,  I965 
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ARTICLE     4  -   PERSONNEL  -   CERTIFICATED 


P  4160.1 


SECTION 


FEDERAL/STATE  FUNDED  STAFF 
PERSONNEL  POLICY 


Page   1      of     1 
Date;August  18.    1976 


All  staffing  for  federal/ state  funded  progranns  shall  take  place 
before  the  close  of  the  Spring  semester;  such  staffing  to  be  made 
contingent  on  final  approval  of  funding  and  comparability  guidelines, 
if  necessary. 

All  presently  hired  certificated  personnel  and  paraprofessionals 
assigned  to  federal/ state  funded  programs  shall  be  continued  in  their 
present  positions  unless  the  position  has  been  eliminated  or  the  person 
has  been  terminated  for  cause. 

All  presently  hired  certificated  personnel  and  paraprofessionals 
assigned  to  federal/state  funded  programs  which  have  been  eliminated 
shall  be  assigned  to  any  new  federal/state  funded  position  or  any 
new  district  positions  for  which  they  are  qualified  or  including  the 
Children's  Center  Division. 

Any  procedures  necessary  for  the  implementation  of  this 
policy  shall  be  established  after  proper  consultation  with  the 
appropriate  employee  organizations;  such  procedures  to  include  the 
principles  of  seniority,   program  needs,    and  racial/ethnic  balance 
in  the  schools. 


HISTORY /AUTHORIZATION 

Adopted:     Resolution  #65-24A  7,    amended  by  Resolution  #66-29A  17, 
June  29,    1976 


San  Francisco  Unified  School  District- 


BOARD  OF  EDUCATIOH  POLICY 


ARTICLE      4  -   PERSONNEL  -   CERTIFICATED 


P  4170 


SECTION  ABSENCES  DURING  A  STRIKE 
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In  order  to  provide  equity  in  the  administration  of 
absences  during  a  City  and  County    or    School  District  enaployees' 
strike,    the  following  guidelines  and  administrative  procedures 
for  certificated  employees  will  be  in  effect: 

1.  Any  absences  necessitated  by  a  bona  fide  illness  will 
require  a  physician's  certificate  for  each  day's 
absence  due  to  illness. 

2.  Unless  previously  approved,    no  requests  for  personal 
necessity  leave  will  be  granted. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #64-13S-p  5,   April  27,    1976 


San  Francisco  Unified  School  District- 
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ARTICLE  4  -  PERSONNEL,  CHILDREN'S  CENTER  DIVISION 
CLASSIFIED 


ELIGIBILITY  FOR  MEMBERSHIP  IN  RETIREMENT  SYSTEM 

Section  16627  of  the  Education  Code  establishes  the 
eligibility  of  children  center  employees  for  membership  in  retire- 
ment systems ,  except  that  they  are  excluded  from  membership  in 
teacher  retirement  systems. 

All  full-time  children's  center  employees  were  included 
in  the  San  Francisco  Retirement  System  July  1,  1955.    Part-time 
employees  working  less  than  forty  hours  per  week  are  not  eligible 
for  membership  in  the  San  Francisco  Retirement  System. 


1962 

Revised:    Resolution  #58-17S5  ,  August  17  ,  1965  .     P  4212 
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ARTICLE  k  -   PERSONNEL  -  CLASSIFIED 

ABSENCE  FOR  X-RAY  EXAMINATION 

The  principal  of  a  school  may  permit  a  no n- certificated 
employee  to  absent  himself  from  school  for  a  limited  time  to  secure  an 
X-ray  examination  as  required  by  the  School  District. 
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ARTICLE  4  -  PERSONNEL  -  CLASSIFIED 

ABSENCE  FOR  X-RAY  EXAMINATION  -  CHILDREN 'S  CENTERS 

The  head  teacher  in  the  Ohildren's  Center  may  permit  an  employ- 
ee to  absent  himself  from  the  center  for  a  limited  time  to  secure  an 
X-ray  examination  as  required  by  the  school  district. 


1961  P  4214.1 

Revised:  Resolution  #58-1735,  August  I7,  I965 
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ARTICLE  k  -   PERSONNEL  -  CLASSIFIED 

FORMULA  FOR  THE  ASSIGNMENT  OF  SCHOOL  CLERKS 

1.  Senior  and  Junior  High  Schools. 

a.  All  senior  and  junior  high  schools  having  a  current 
enrollment  of  one  thousand  (lOOO)  pupils  at  the  end  of 
the  second  week  of  the  fall  term  of  each  school  year 
shall  he  entitled  to  one  general  clerk- stenographer 
and  one  general  clerk- typist  who  shall  serve  on  a 
twelve  (12)  months  basis. 

b.  All  senior  and  junior  high  schools  having  a  current 
emxillment  of  fewer  than  one  thousand  (lOOO)  pupils 
at  the  end  of  the  second  week  of  the  fall  term  of 
each  school  year  shall  be  entitled  to  one  general 
clerk- stenographer  who  shall  serve  on  a  twelve  (12) 
months  basis. 

c.  If  the  enrollment  is  more  than  seven  hundred  fifty 
(750)  pupils  and  fewer  than  one  thousand  (lOOO)  pupils, 
the  school  shall  be  entitled  to  a  general  clerk- typist 
who  shall  serve  in  said  school  on  a  school  term  basis 
or  the  number  of  days  included  in  the  regular  school 
calendar. 

d.  For  every  five  hundred  (500)  pupils,  or  major  frac- 
tion thereof,  in  excess  of  one  thousand  (lOOO)  pupils 
in  current  enrollment  at  the  end  of  the  second  week 
of  the  fall  term  of  each  school  year,  each  senior  high 
and  each  junior  high  school  shall  be  entitled  to  an 
additional  clerk  (subject  to  classification  by  the 
Civil  Service  Commission  on  statement  of  duties  by 
Board  of  Education)  who  shall  serve  in  said  school  on 
a  school  term  basis  or  the  number  of  days  included  in 
the  i^gular  school  calendar. 

e.  Each  senior  high  school,  in  addition  to  the  above 
formula,  shall  be  entitled  to  an  additional  general 
clerk-typist  for  the  purpose  of  relieving  the  assistant 
principals  of  clerical  duties.  The  clerk  shall  serve 
on  a  school  term  basis  or  the  number  of  days  included 
in  the  regular  school  calendar. 

f .  Each  junior  high  school,  in  addition  to  the  above 
formula,  shall  be  entitled  to  one  general  clerk- typist 
half-time,  on  a  school  term  basis  to  be  used  in  connec- 
tion with  student  activities,  school  budgets,  or  other 
duties  assigned  by  the  principal.  If  only  one  librarian 
is  assigned  to  the  junior  high  school,  an  additional 
half-time  general  clerk- typist  on  a  school  term  basis 
may  be  allowed  for  library  service. 

(continued) 
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ARTICLE  h  -   PERSOMEL  -  CLASSIFIED 

FORMULA  FOR  THE  ASSIGNMENT  OF  SCHOOL  CLERKS  (continued) 


I 


*g.  In  addition  to  the  above,  each  junior  and  senior  high 
school  shall  he  entitled  to  one  half-time  clerical 
position  and  each  senior  high  school  having  an  enrollment 
of  2750  students  shall  he  entitled  to  one  full  time 
clerical  position  (instead  of  a  half-time  position) 
on  a  school-term  hasis  to  help  with  the  textbook 
ordering  and  proceissing  and  related  duties  and  other 
clerical  library  services. 

h.   The  Superintendent  has  the  right  to  assign  all  school 
clerks  serving  on  a  twelve  months  basis  to  perform 
duties  during  the  summer  and  other  vacations  in 
locations  other  than  the  schools  to  which  they  are 
regularly  assigned. 

2.  Elementary  Schools . 

a.  An  elementary  school  having  a  current  enarollment 
of  four  hundred  (400)  pupils  or  more  at  the  end  of 
the  second  week  of  the  fall  term  of  each  school 
year  shall  be  entitled  to  one  full-time  clerk  on  a 
school  term  basis,  or  the  number  of  days  included 
in  the  regular  school  calendar. 

b.  An  elementary  school  having  a  current  enrol  1 ment 
of  fewer  than  four  hundred  (400)  pupils  at  the  end 
of  the  second  week  of  the  fall  terra  of  each  school 
year  shall  be  entitled  to  the  services  of  one  (l) 
half-time  clerk  to  serve  during  the  school  term  or 
the  number  of  days  included  in  the  regular  school 
calendaj:. 

c.  When  two  or  more  schools  are  combined  into  one 
administrative  unit,  each  is  to  be  considered  as 
a  separate  elementary  school  for  purpose  of 
clerical  assignment. 

3.  Adult  Schools . 

There  shall  be  one  full-time  general  clerk- 
stenographer  and  one  school  term  general  clerk-typist 
assigned  to  each  Adult  school.  After  the  first  200,000 
hours  of  attendance,  one  additional  clerical  hour  per 
day  for  each  25,000  hours  of  attendance  may  be  assigned. 
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ARTICLE  h  -   PERSONNEL  -  CMSSIFIED 

FORMULA  FOR  THE  ASSIGNMENT  OF  SCHOOL  CLERKS  (continued) 


k.     Transfers . 

Whenever,  in  the  Judgment  of  the  Superintendent,  it 
is  for  the  "best  interest  of  the  service,  a  clerical 
employee  holding  permanent  appointment,  or  a  status  right, 
in  a  regular  civil  service  position  in  one  school  may, 
upon  written  request,  be  transferred  to  a  position  of  the 
same  civil  service  classification  in  another  school. 


"g"  of  pargraph  1  changed  to  "h"  and  new  "g"  added  pursuant 
to  Superintendent's  recommendation  (SUBJECT  NO.  1  -  3/30/65) 
and  adopted  in  I965-66  budget  by  Board  action  (Resolution 
#  58-3Bi  adopted  August  3,  I965.) 
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ARTICLE  k  -   PERSONNEL  -  CLASSIFIED 

SERVICE  OF  SCHOOL  TERM  CLERKS 

Clerks  employed  in  the  schools  on  a  school  term  basis  shall 
serve  the  number  of  days  included  in  the  regular  school  calendar  for 
the  particular  division,  and,  in  addition,  five  days  before  the  opening 
of  the  fall  school  term,  the  mid-term  recess,  and  two  days  following 
the  close  of  the  spring  school  term  for  the  particular  division. 
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ARTICLE  4  -  PERSOMEL,  CIAS3IFIED 

POLICY  RELATIVE  TO  ATTETIDAJIGE  AT  COI^EITTIONS 

1.  Deputy  Superintendents,  Associate  Superintendents,  and 
the  Legal  Adviser  may  attend  one  out-of-state  convention 
and  two  state  conventions  each  year. 

2.  Assistant  Superintendents  may  attend  one  out-of-state 
convention  and  one  state  convention  each  year. 

3.  Directors  may  attend  one  out-of-state  convention  in  their 
respective  fields  eveiy  three  years  and  one  state  convention 
each  year. 

4.  Supervisors  may  attend  one  state-  convention  each  year 
in  their  respective  fields. 

5.  Secondary  School  Principals  may  attend  one  state  conven- 
tion each  year.  One  Principal  from  each  educational 
level' — senior  high,  junior  high,  and  elemsntairy — ^may 
attend  one  out-of-state  convention  each  year.  Selection 
is  to  he  made  on  the  basis  of  the  recoiibnendation  of  the 
Assistant  Superintendent  in  charge  of  the  division/ 

6.  Ten  Elementary  School  Principals  may  attend  one  state 
convention  each  year. 

7<.  Any  certificated  employee  below  the  raiik  of  principal 
who  is  an  officer  of  a  state,  regional,  or  national 
educational  organization,  or  who  lias  been  regularly 
elected  by  his  local  organization  to  represent  the 
organization  at  a  state,  regional,  or  national  conven- 
tion, or  is  on  a  program  of  such  a  convention  or  con- 
ference, may  be  excused  without  loss  of  salary  to 
attend  such  convention  at  no  other  expense  to  the 
district. 

8,  One  Assistant  Principal  from  each  educational  level — senior 
high,  junior  high,  and  elementary—may  attend  such  profess- 
ional and  educational  meetings  annually  as  may  be  recoiamendad 
"by  the  Superintendent  and  approved  oy   the  Board  of  Education. 

9.  Prom  one  to  seven  teachers  may  attend  professional  and 
educational  meetings  annually  upon  recommendation  of  the 
Superintendent  and  approval  of  the  Board  of  Education. 

1961 

Revised:  Resolution  #911-S-g  4»  'November  5»    19^9 
Revised:  Resolution  #58-12S-a   1,  August  12,   1975 
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ARTICLE  U  -  PERSONNEL  -  CLASSIFIED 

REIMBURSEMENT  FOR  TRAVEL  EXPENSES 

*1.  Upon  the  approval  of  the  Superintendent,  any  employee  may 
be  designated  to  attend  conferences  or  conventions  subject  to  the  follovring 
conditions: 

a.  Prior  review  and  approval  from  the  Division  Head. 

b.  Funds  are  appropriated  for  such  activities. 

c.  Employees  shall  be  reimbursed  under  the  guidelines 
established  by  the  District  fiscal  office  and  consistent  with  provisions 
of  the  Education  Code  for  actual  and  necessary  expenses  incurred. 

d.  Submission  of  a  brief  written  report  upon  completion  of 
conference  or  convention. 

2.  Members  of  the  Board  of  Education,  the  Superintendent,  and 
the  Legal  Adviser  shall  be  entitled  to  the  same  travel  allowance  for  travel 
performed  on  behalf  of  or  under  authority  of  the  San  Francisco  Unified 
School  District,  as  designated  in  the  Annual  Travel  Ordinance  as  adopted 

by  the  Board  of  Supervisors  for  officers  of  the  City  and  County  of 
San  Francisco. 

The  Superintendent  and  Board  Members  shall  be  authorized 
to  attend  and  participate  at  appropriate  meetings  of  service  and  civic  clubs, 
the  Chamber  of  Commerce,  coordinating  councils  and  other  organizations  where 
the  organization  is  considering  matter  which  would  affect  the  operation 
of  the  School  District,  and  to  be  reimbursed  for  all  necessary  school 
business  expenses  not  otherwise  covered  by  existing  travel  policy  of 
attendance  at  conferences  and  conventions. 

3.  Automobile  Allowance  in  Lieu  of  Railroad  Fare.   Employees 
vho  are  authorized  by  Board  resolution  to  attend  meetings  with  expenses 
paid  may  travel  by  private  automobiles  in  lieu  of  travel  by  bus,  railroad  or 
air  lines..  The  following  regulations  cover  reimbursement  for  travel  by 
private  automobile  in  lieu  of  common  carrier: 

a.  The  allowance  for  travel  will  be  based  on  first  class 
round  trip  railroad  fare,  without  tax  (exclusive  of  Pullman  accommodations) 
between  San  Francisco  and  the  point  of  destination.   If  a  private  automobile 
is  used,  the  name,  model,  year,  and  license  number  of  the  autonobile  must 

be  shown  on  the  travel  expense  voucher  with  the  statement  "traveled  by 
private  automobile  in  lieu  of  transportation. " 

b.  If  two  or  more  officers  or  employees  of  the  school 
district  are  authorized  to  attend  the  same  meeting  within  the  state  and 
travel  in  the  same  automobile  on  the  same  trip,  miloap,p  may  be  allowed  in 
accordance  with  the  established  rate  per  mile,  on  the  basis  of  the  official 
mileage  between  San  Francisco  and  the  place  at  which  the  meeting  is  held, 
as  established  by  the  State  Division  of  Highways  or  the  California  State 
Automibile  Association.   If  mileage  is  claimed  under  this  provision,  the 
official  or  employee  in  whose  car  the  trip  is  beinr;  mide  shall  secure  the 
official  mileage  from  the  Fivision  of  Fiscal  Control  ?,nd  shall  indicate 

on  the' expense  voucher  the  names  of  the  persons  traveling  in  the  car.   The 


Policy  Manual  P  i)?22.1 

ARTICLE  k   -   PERSONNEL  -  CLASSIFIED 

REIMBURSEMENT  FOR  TRAVEL  EXPENSES  (continued) 


person  in  whose  car  the  trip  is  made  will  claim  the  mileage.   The  other 
riders  will  indicate  on  their  travel  expense  voucher  in  whose  car  the 
trip  was  made  and  will  show  no  claim  for  transportation. 


Adopted:   Resolution  #011-2USg  1,  as  amended  by  #011-2UA3,  December  3,  1970 
Revised:   Resolution  #29-12A6,  September  26,  1972 
Revised:  Resoultion  #35-29-Sp  7,  May  29,  1973 
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AETICLE  h   -  PERSONNSL,  CLASSIFIED 

REBBUESEJ-EITT  FOR  D/JvI/\GE  OR  THEFT  TO  FSRSOHAL  PROPERTY 
It  shall  be  the  policy  of  the  school  district,  as  pro- 
vided in  State  Education  Code  Section  817,  to  reimburse  employees 
for  damage  or  theft  thereof  of  (to)  personal  property.  However, 
employees  are  to  be  reimbursed  only  if  the  damage  or  theft 
thereof  is  the  result  of  pupil  supervision  or  vandalism  v;hen  said 
property  is  damaged  in  the  line  of  duty  without  fault  of  the 
employee. 


Pursuant  to 

Resolution  No.  U6-l6S2  adopted 
by  the  Board  of  Education 
June  16,  196^;  Amended 
by  Resolution  No.  612-20S1 
adopted  by  the  Board  of  Education 
December  20,  I966;  Amended 
by  Resolution  No.  310-9AU  adopted 
by  the  Board  of  Education 
'.October  23,  1973- 
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SECTION         PRIVILEGE  OF  THE  FLOOR 
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Date:  April  21.    1976 


In  keeping  with  the  First  Amendment  of  the  United" 
States  Constitution  not  only  every  citizen  has  the  right  to 
address  the  Board  of  Education  on  matters  on  the  agenda,    but 
every  staff  person,    every  classified  person,    and  every  teacher 
in  the  School  District  has  that  same  right.     What  is  more  the 
Board  of  Education  fosters  and  encourages,   yea,    even  welcomes, 
every  one  of  its  staff  persons,    classified  or  certificated  to 
express  themselves  freely  on  any  matter  which  any  one  of  them 
feels  that  he  has  something  to   contribute  to  the  matter  under 
discussion  on  the  agenda.     The  only  limitations  to  this  freedom 
are  those  established  in  the  Internal  Board  Operations  and  Bylaws 
of  the  San  Francisco  Unified  School  District. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #63-23A9  as  amended  by  #64-13A10,   April  13,    1976 
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Date; 


Membership  in  Professional  and  Employee  Organizations. 
The  Board  of  Education  has  approved  the  following  policies  for  the 
district  covering  membership  in  professional  and  ennployee  organi- 
zations: 

1.  Teachers  and  all  other  employees  of  the  Board  of 
Education  shall  have  complete  freedom  in  selecting 
the  professional  or  employee  organizations  which 
they  may  wish  to  join,    without  coercion  of  any  kind 
from  any  adnninistrative  officer  or  other  school 
employee. 

2.  Whatever  courtesies  are  extended  to  any  employee 
organization  in  the  schools   shall  be  fully  and 
unreservedly  extended  to  all  employee  organizations. 

3.  The  use  of  any  coercion  or  pressure  by  any  principal 
or  other  administrative  officer  or  other  school 
employee  to  influence  any  teacher  or  other  employee 
to  join  or  refrain  from  joining  any  organization  shall 
be  deemed  to  be  unprofessional  conduct. 

4.  The  Superintendent  of  Schools  shall  call  attention  to 
this  regulation  at  the  beginning  of  each  school  term 
by  means  of  a  notice  in  the  San  Francisco  Unified 
School  District  Newsletter. 


HISTORY /AUTHORIZATION 
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Correction  of  publication's  title,    February  2,    1976 


San  Francisco  Unified  School  District  ■ 
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ARTICLE  h  -   FERSOIWFI, ,   CLASSIFIED 


EMPLOYEE  ORGANIZATIONS 

1.  t)istri"bution  of  Materials  in  Schools  by  Employee 
Organizations.  All  organizations  of  school  employees 
may  use  school  delivery  service  once  a  month  for 
transmitting  notices  to  employees.   Such  materials 
shall  he  presented  for  delivery  clearly  addressed  to 
each  school,  properly  packaged  or  sealed  in  envelopes, 
and  with  a  completed  approval  form  for  delivery  and 
attached  sample  on  file.  The  Superintendent  assumes 
no  responsibility  for  the  content  of  such  material. 

2.  Naires  and  Addresses  of  School  Employees.  Employee 
organizations  desiring  names  and  addresses  of  school 
district  employees  shall  submit  a  written  request  to 
the  Superintendent.  Only  one  list  shall  be  furnished 
an  organization  each  year,  the  former  listing  held  by 
the  organization  to  be  returned. 

Other  organizations  or  firms  desiring  names  and 
•  addresses  of  certificated  employees  shall  make  arrange- 
ments with  the  Personnel  Director    "to  send  in  a 
representative  to  copy  the  lists  from  the  school 
record. 


1961 
Revised:  Resolution  #$8-12S-a  1,- August  12,  197$  P  ^225.1 
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ARTICLE  k   -  PERSONliEL  -  CLASSIFIED 

POLITICAL  ACTIVITY 

All  political  activity  relative  to  any  candidate  is  prohibited 
on  school  grounds  during  school  hours. 

ALL  political  activity  relative  to  issues  or  propositions  is 
prohibited  on  school  grounds  during  school  hours  unless  expressly 
approved  by  the  Board  of  Education. 

This  policy  is  in  conformity  with  Section  1300^  of  the 
State  Education  Code,  which  reads  as  follows : 

Political  Activities.  Neither  any  local  legisla- 
tive body  nor  any  school  district  governing  board 
shall  enact  or  enforce  any  ordinance  or  promulgate 
or  enforce  any  rule  or  regulation  which  limits, 
^during  their  off-duty  hours,  the  participation 
-Of  school  employees  in  political  activities 
not  prohibited  by  this  code. 

^underscore  ours 
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AEIICLE  k   -  PERSONNEL  -CLASSIFIED 

.  VMDING  MCHIKES  OPERATED  BY 
SCHOOL  DISTRICT  PERSOmiEL 


School  district  ecployees  may  te  granted  permission  to 
operate  soft  drink  and  leverage  vending  jnachines  in 
areas  reserved  for  the  use  of  such,  employees,  as 
authorized  by  the  Superintendent  . 


Authorized  "by  Board 
Resolution  jf 312-lOSU 
December  10,  I963 
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ATTENDANCE  AT  MEETINGS  CALLED  BY  THE  STATE 
SECTION     SUPERINTENDENT  OF  PUBLIC  INSTRUCTION  AT  THE 
STATE  CAPITAL  AND  OTHER  CALIFORNIA  CITIES 
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The  Members  of  the  Board  of  Education  and  the  Superin- 
tendent of  Schools  are  authorized  to  attend  such  meetings 
as  may  be  called  by  the  State  Superintendent  of  Public 
Instruction  at  Sacramento  or  other  cities  in  the  state  or  to 
transact  business  with  the  State  Department  of  Educ«.tion  »t 
Sacramento. 

The  Superintendent  is  authorized  to  send  members  of  his/her 
staff  to  Sacramento  to  transact  business  with  the  State  Depart- 
ment of  Education  as  may  be  required  in  connection  with 
matters  pertaining  to  accounting,  attendance,  credentials, 
curriculum,  finance  and  retirement.   Expenses  are  to  be 
allowed  and  paid  from  funds  appropriated  for  such  activities. 

The  Superintendent  and/or  staff  members  as  designated 
by  the  Superintendent,  are  authorized  to  meet  with  Federal, 
State  or  school  agencies  in  connection  with  Federal  or  State 
programs  and  projects  of  the  School  District;  expenses  to  be 
paid  from  funds  appropriated  for  such  purposes. 


HISTORY /AUTHORIZATION 
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Revised:   Resolution  #69-6S8,  September  6,  1966 
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ARTICLE  k   -  EERSOMEL,  CLASSIFIED 

PUBLICATION  OF  ARTICLES  AND  PRODUCTIONS  BY  MPLOYEES 

The  limitations  on  use  of  productions  of  employees  in  the 
public  schools  is  governed  by  Section  $2^6   of  the  State  Education  Code, 
which  clearly  states  that  no  member  of  the  school  governing  board, 
officer,  or  employee  of  the  school  district  shall  act  as  agent  for  any 
author,  publisher,  bookseller,  or  other  person  to  introduce  any  book, 
apparatus,  furniture,  or  to  contract  for,  or  receive  any  gift  or  reward 
for  introducing  or  recommending  the  article.  This  section  does  not 
prohibit  a  teacher  in  the  school  district  from  receiving  royalties  or 
other  compensation  from  the  publisher  or  producer  of  a  book  or  other 
instructional  material  written  and  designed  by  the  teacher  and  adopted 
or  purchased  by  the  State  or  by  any  school  district,  other  than  compen- 
sation paid  as  commission  to  the  teacher  for  negotiating  sales  to  the 
district  by  which  the  teacher  is  employed.  No  district  shall  have  or 
claim  the  right  to  receive  any  such  royalty  or  compensation  due  to  any 
teacher  employed  by  the  district  unless  the  material  was  prepared  during 
the  normal  school  day  during  which  the  teacher  is  required  to  be  on  duty. 

Violations  of  the  above  regulations  shall  be  deemed  as 
unprofessional  conduct. 
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SECTION         TUTORING 
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Private  Teaching  for  Pay.      No  administrator,    teacher, 
or  non-certificated  employee  shall  give  private  lessons  or 
instruction  for  pay  to  any  pupil  who  is  a  member  of  the  school 
or  class   in  which  the  adnainistrator,    teacher,    or  non-certificated 
employee  is  emiployed;  nor  shall  he/she  use  any  room  or  building 
of  the  public  schools  for  the  purpose  of  giving  private  lessons  or 
instruction  for  pay. 


HISTORY /AUTHORIZATION 
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San  Francisco  Unified  School  District- 
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ARTICLE  k   -•  PERSONMEL  -  CLASSIFIED 

SALARY  GUIDES 

Compensation  of  non- certificated  employees  shall  be  fixed 
in  accordance  with  aalaxy  and  wage  schedules  authorized  hy  the  Board 
of  Education. 


1962  p  i,24l 
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ARTICLE  k   -   PERSONNEL  -  CLASSIFIED 

CAMPUS  AIDES  AND  HALL  GUARDS 


Authority  is  to  be  granted  jointly  to  the  Superintendent 
and  the  Mayor's  Manpower  Committee  to  select  personnel  from  an 
approved  selection  process  with  adherence  to  the  District's 
affirmative  action  policy  to  implement  this  program. 

The  school  aides  are  to  be  provided  orientation  and  in- 
service  training  in  working  with  the  school  community  and  that  the 
San  Francisco  Unified  School  District  will  seek  college  credit  for 
such  training  for  these  employees. 

All  personnel  hired  in  this  program  will  be  entitled  to 
full  procedural  rights  affecting  such  personnel  in  regard  to  assign- 
ment, transfer  and  termination.   These  rights  shall  be  under  the 
Civil  Service  rules  and  regulations. 

The  Board  of  Education  with  the  help  of  community  members 
will  seek  additional  funds  to  assure  continuity  and  permanency  of 
this  program. 


Adopted:   Resolution  #UlO-8Al4,  October  22,  I97U  P  ^250 
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SECTION  PARA  PROFESSIONAL  STAFFING 
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Date:    May  19.    1976 


It  is  the  intent  of  this  Board  of  Education  to  provide  a 
process  for  paraprofessional  staffing  that  will  recognize  student 
program  needs,    competence,    racial  balance  and  the  continuity  of 
employment  for  paraprofessional  staff. 

The  Superintendent  shall  develop  administrative 
regulations  that  will  recognize  preference  in  filling  vacancies 
for  those  paraprofessionals  that  have  been  employed  by  the  district. 

The  Superintendent  is  requested  to  provide  those  applicable 
ennployee  and  employee  relation  laws  to  develop  these  regulations 
concerning  all  aspects  of  the  district's  paraprofessional  employment. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #64-13-A8,    May  11,    1976 


San  Francisco  Unified  School  District- 
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SECTION 


FEDERAL/STATE  FUNDED  STAFF 
PERSONNEL  POLICY 
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Date;  August  18.    1976 


All  staffing  for  federal/ state  funded  programs  shall  take 
place  before  the  close  of  the  Spring  semester;  such  staffing  to  be 
made  contingent  on  final  approval  of  funding  and  comparability 
guidelines,    if  necessary. 

All  presently  hired  classified  personnel  and  paraprofessionals 
assigned  to  federal/state  funded  programs   shall  be  continued  in 
their  present  positions  unless  the  position  has  been  eliminated  or 
the  person  has  been  terminated  for  cause. 

All  presently  hired  classified  personnel  and  paraprofessionals 
assigned  to  federal/state  funded  programs  which  have  been  eliminated 
shall  be  assigned  to  any  new  federal/state  funded  position  or  any 
new  district  positions  for  which  they  are  qualified  including  the 
Children's  Center  Division. 

Any  procedures  necessary  for  the  implementation  of  this 
policy  shall  be  established  after  proper  consultation  with  the 
appropriate  employee  organizations,;  such  procedures  to  include 
the  principles  of  seniority,   program  needs,    and  racial/ethnic 
balance  in  the  schools. 


HISTORY /AUTHORIZATION 

Adopted:     Resolution  #65-25A  7,    amend  by  Resolution  #66-29A  17, 
June  29,    1976 
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In  order  to  provide  equity  in  the  administration  of 
absences  during  a  City  and  County  or  School  District  employees' 
strike,    the  following  guidelines  and  administrative  procedures 
for  classified  employees  will  be  in  effect: 

1.  No  vacation  time,    sick  leave  with  pay,    time  off  in 
lieu  of  overtime,    or  any  other  procedure  may  be  used 
by  employees  who  in  fact  do  not  work  because  of  a 
strike. 

2.  Any  absences  necessitated  by  a  bona  fide  illness  will 
require  a  physician's  certificate  for  each  day's  absence 
due  to  illness. 

3.  Vacation  time  and  time  off  in  lieu  of  paid  overtime  will 
be  authorized  only  if  requests  for  vacation  time  or  tinne 
off  in  lieu  of  paid  overtime  were  approved  prior  to  the 
strike. 

4.  Unless  previously  approved,    no  request  for  personal 
leave,    training  with  pay  or  that  portion  of  military 
leave  paid  by  the  District  will  be  granted. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #64-13S-p  5,    April  27,    1976 
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The  filling  of  vacant  District-funded  classified  positions  shall  be 
recommended  to  the  Board  of  Education  as  Authorization  to  Fill 
Positions  after  these  items  have  received  Position  Control  and 
Budget  Office  approval. 

Upon  Board  of  Education  approval  of  the  items,    the  Classified 
Personnel  Department  shall  hire  persons  to  fill  the  positions 
in  accordance  with  applicable  District  and  Civil  Service  rules 
and  regulations. 


HISTORY /AUTHORIZATION 
Adopted:     Resolution  #68-10  Sp3,    October  12,    1976 
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AREICLE  5  -  STUDENTS 

ATTEMDANCE  AGES 

1.  Elementary  and  Kindergarten 

Pupils  shall  be  admitted  to  school  when  they  reach  the 
age  designated  "by  the  Education  Code  (Sections  525^>  5301-5302) 

Before  any  pupil  is  admitted  to  kindergarten  or  first 
grade,  proof  of  age  must  he  furnished  hy  the  parent  or  guardian.  Such 
proof  shall  he  in  the  form  of  a  birth  certificate,  a  baptism  certificate 
duly  attested,  a  hospital  certificate,  a  passport,  an  affidavit  of 
parent  or  gual^iian,  or  custodian  of  the  minor,  or  a  notification  of  the 
Department  of  Public  Health  that  a  birth  certificate  is  on  file. 

The  Board  of  Education,  in  accordance  with  the  Education 
Code,  has  granted  authority  to  the  Superintendent  of  Schools  to  admit 
pupils  to  kindergarten  and  elementary  classes  after  the  end  of  the  first 
month  of  each  semester,  if  such  pupils  are  of  the  proper  age,  and  if,  ^ 
in  the  opinion  of  the  Superintendent,  good  cause  for  their  admisaiJMi 
exists. 

2.  Secondary  School 

VJhen  a  pupil  reaches  l8  years  of  age  it  is  no  longer 
mandatory  that  he  be  continued  in  a  school.* 


(See  R5111  -  Attendance  -  Secondary  School  - 
Students  over  l8  years  of  age.) 


*  Legal  Adviser's  Opinion  -  Q5  -  Meeting  of  September  3A963 
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ARTICLE  5  -  STUDENTS 

ADMISSION  AND  ENROLLMENT  -  JUNIOR  AND  SENIOR  HIGH  SCHOOLS 

JUNIOR  HIGH  SCHOOLS 

Students  shall  be  admitted  to  the  junior  high  schools  and 
be  enrolled,  subject  to  the  districting  provisions  outlined  under 
SCHOOL  ATTENDANCE  AREAS  P  5117: 

1.  On  presentation  of  a  certificate  of  promotion 

a.  from  the  sixth  grade  of  any  public  school. 

b.  from  the  sixth  grade  of  any  private  elementary  school 
having  a  course  of  study  equivalent  to  that  of  the 
San  Francisco  public  schools. 

2.  On  presentation  of  a  proper  transfer  from  any  other 
public  junior  high  school  or  from  any  private  school 
of  which  the  applicants  are  qualified  for  admission  to 
the  seventh,  eighth,  or  ninth  grades  of  the  junior  high 
school. 

3.  By  acceleration  in  the  case  of  sixth  grade  students  whose 
chronological  age  exceeds  12  years  and  6  months  and  who 
are  recommended  for  acceleration  to  the  Low  Tth  grade  for 
the  ensuing  term  by  the  elementary  school  principals, 
such  recommendations  to  be  made  at  least  six  weeks  before 
the  end  of  the  semester  to  the  Supearvisor  of  Counseling 
and  Guidance  for  the  Elementary  Schools  who  will  coordi- 
nate the  transfer. 

SENIOR  HIGH  SCHOOLS 

Students  shall  be  admitted  to  the  senior  high  schools  and  be 
enrolled,  subject  to  the  districting  provisions  outlined  under  P  5117: 

1.  On  presentation  of  a  certificate  of  completion  of  the 
ninth  grade 

a.  from  any  public  school. 

b.  from  a  private  school  having  a  course  of  study 
equivalent  to  that  of  the  San  Francisco  public  schools. 

2.  On  presentation  of  a  proper  transfer  from  any  other  public 
high  school  or  from  any  private  school  having  a  course  of 
study  equivalent  to  that  of  the  San  Francisco  public  high 
schools . 

3-   On  the  basis  of  work  accomplished  in  the  San  Francisco 
public  junior  high  schools  as  follows: 

a.   Students  advanced  beyond  the  ninth  year  in  special 
subjects  are  to  be  classified  according  to  actual 
attainments  of  the  student. 
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ARTICLE  5  -  STUDENTS 

ADMISSION  AND  ENROLLMENT  -  JUNIOR  AND  SENIOR  HIGH  SCHOOLS 

(continued) 

b.  Students  to  be  given  opportunities  suited  to  their 
needs  as  indicated  by  the  recommendations  of  the 
junior  high  school  princip«d.s  include  the  follow- 
ing: 

(1)  Students  who  have  not  graduated  from  junior 
high  school  but  who  have  gained  what  they  are 
capable  of  learning  from  the  junior  high  school 
course  of  study  and  have  passed  U5  semester 
periods  of  work. 

(2)  Superior  students  who  have  nearly  completed  the 
junior  high  school  course  when  recommended  to 
senior  high  school. 

That  for  the  period  of  changeover  to  annual  promotion  in 
the  secondary  schools,  1969-197^,  the  Superintendent  of  Schools  is 
authorized  to  modify  the  existing  policies  of  the  Board  of  Education 
relating  to  the  requirements  for  graduation  from  high  school.  Any 
modifications  must  comply  with  all  provisions  of  Title  5  of  the  California 
Administrative  Code,  ("Graduation  of  Pupils  from  grade  12  and  credit 
toward  graudation"). 

In  accordance  with  the  provisions  of  Assembly  Bill  2590> 
Chapter  1813,  Stats  1971,  (effective  1972-73  school  year)  private  high 
school  students  shall  be  permitted  to  enroll  (on  a  space  available  basit) 
in  public  high  school  vocational  and  shop  classes  and  also  in  classes 
related  to  natural  and  physical  sciences. 
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Amended:  Resolution  #26-lS-g  2,  June  15,  1972 
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Students  transferring  and  being  assigned  from  non 
public  schools  will  be  processed  on  the  same  timeline  as  those 
students  currently  in  the  public  schools. 

In  the  case  of  transfer  and  assignment  of  these  same 
categories  of  students,    who  come  to  the  District  after  the  regular 
processing  period  has  been  compleded,    the  assignment  process 
will  be  done  as  soon  as  possible. 


HISTORY /AUTHORIZATION 
Revised:     Resolution  #54-22A2  as  amended  by  #54-29All,    April  29,    1975 
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It  is  the  policy  of  the  San  Francisco  Unified  School 
District,  in  compliance  irith  Title  IX  of  the  Education 
Amendments  of  1972,  final  guideline  effective  for  imple- 
mentation July  21,  197^,  and  in  accordance  idth  the  Equal 
Opportunity  Act  of  1972,  and  with  previously  adopted  fioard 
Policy  P4lll,  not  to  discriminate  on  the  basis  of  sex  in 
the  admission  of  students  to  school  programs,  in  its 
educational  programs  or  activities,  or  in  the  recruitment 
and  employment  of  personnel. 


HISTORY /AUTHORIZATION 
Adopted:  Resolution  jjfe2-3  Spl,  March  2,  1976 
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ARTICLE  5  -  STUDENTS 

ELEMENTARY  SCHOOL  INTEGRATION 


in  compliance  with  the  order  of  the  Unites  States  District 
Court,  and  without  in  any  way  prejudicing  the  prompt  appeal  and  motion 
to  say  that  order,  the  Board  hereby  directs  the  staff  to  proceed  on  an 
emergency  basis  with  the  Horseshoe  Plan  emphasizing: 

(1)  Revision  of  zones  k   and  5  to  decrease  the  transpor- 
tation and  movement  of  black,  sind  white  students. 

(2)  The  financial  needs  and  sources  of  additional 
fi-inding  for  educational  programs. 

(3)  Specific  innovative  progrsuns. 
(U)  Curricvila. 

(5)  Teacher  training. 

(6)  Additional  personnel  support  both  in  and  out  of  the 
classrooms,  voluntary  and  paid. 

(7)  New  curricula  materisLls. 

(8)  Planning  cooperation  with  districts  in  San  Mateo, 
Santa  Clara  and  Marin  Counties. 

(9)  Within  the  court  guidelines,  maximum  opportunities 
for  students  with  special  needs,  particularly  gifted 
and  bilingual  programs. 

(10)  Full  and  current  information  to  all  parents  and 

teachers  as  to  school  assignments  and  educational 
planning ;  and 

The  Superintendent  is  further  directed  to  assign  the  necessary 
staff  to  prepare  these  plans  and  report  at  the  next  regular  meeting. 

The  Board  direct  the  staff  to  make  no  revisions  of  the 
Horseshoe  Plan  concept  other  than  deemed  necessary  by  legal  action  until 
Field  Act  decisions  concerning  close  of  schools  are  made  and  that  other 
plans  consistent  with  Field  Act  decisions  be  considered  simultaneously. 


Adopted:  Resolution  #17-22A1,  July  22,  I97I 
Amended:  Resolution  #31-23A10,  January  23,  X973 
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ARTICLE  5  -  STUDENTS 

SECOMDARY  SCHOOL  INTEGRATION 


The  Board  of  Education  hereby  accepts  the  Superintendent's 
design  for  the  integration  of  grades  7,  8  and  9  of  the  junior  high 
schools  and  the  10th  grade  of  the  senior  high  schools;  and  for  improv- 
ing the  racial/ethnic  balance  of  the  elementary  schools,  and  that  the 
plan  be  iniplemented  in  September  197^. 

The  selective  process  be  clarified  for  a  more  valid  student 
assignment  to  comply  with  the  federal  court  order  inasfar  as  elementary 
and  be  brought  back  in  three  weeks  (subsequent  to  March  5,  197*+). 

The  Superintendent  and  his  staff  are  directed  to  set  in 
motion  the  planning  phases  of: 

1.  A  short-range  pleoi  for  preparing  school  sites  for 
September  197^. 

2.  A  long-range  three-year  program  of  educationsLL 
improvement. 

The  following  are  to  be  done: 

1.  No  elementary  schools  will  be  consolidated  except 
for  Field  Act. 

2.  Where  necessary,  Field  Act  schools  will  be  assigned 
space  within  other  schools  where  space  exists. 

3.  The  percentages  will  be  changed  from  +  or  -  8^  to  + 
or  -  Vyjo   at  the  secondary  level. 

U.  Wherever  possible,  the  same  programs  now  existing  in 
schools  will  be  retained. 

5.  Every  effort  will  be  made  to  move  students  from 
peripheral  areas  of  a  school  attendance  area  vrtien 
students  are  assigned  to  another  school. 

6.  Students  may  have  the  option  of  transferring  to  another 
school  provided  the  racial  bailance  is  not  adversely 
affected  at  either  the  sending  or  the  receiving  school. 

A.  This  Temporary  Attendance  Permit  Policy  is  to  be 
strictly  adhered  to  during  the  school  year;  and 

B.  No  Temporary  Attendance  Permit  requests  be  accepted 
or  Temporary  Attendance  Permits  are  to  be  issued 
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ARTICLF:  S  -  STUDENTS 

SECONTAEY  SCHOOL  INTEGRATION  (continued) 


other  than  those  for  students  newly  entering 
the  San  Francisco  Public  Schools  (from  out  of 
city,  state,  country,  or  other  school  districts) 
from  the  close  of  schools  in  June  until  the 
opening  of  schools  in  September,  provided  that 
pupil  assignment  notification  be  completed  by 
May  15;  and 

C.  This  Policy  is  to  be  administered  and  monitored 
by  the  Office  of  Integration  and  the  Office  of 
Integration  be  held  accountable  for  the  results 
of  administering  and  monitoring  of  the  TAP's  in 
relation  to  the  maintaining  and  improving  of  the 
racial  balance  of  the  secondary  schools. 

D.  The  Superintendent  and  Board  of  Education  are  to 
take  such  steps  as  would  result  in  the  administer- 
ing and  monitoring  of  the  Temporary  Attendance 
Permits  to  maintain  and  improve  the  racial  balance 
of  the  secondary  schools. 

The  Superintendent  and  staff  are  directed  to  start  planning 
a  new  student  assignment  plan  at  the  elementary  level  based  upon  the 
following  changes  indicated  by  the  Board  of  Education  on  February  26, 
I97H; 

That  as  one  of  the  directions  to  staff  there  will  be  no  crisscross 
busing  from  K  to  12;  that  one  of  the  guidelines  is  that  there  will  be 
no  tampering  with  K-1?  schools  that  are  currently  in  balance  and  are 
now  naturally  integrated;  further,  there  will  be  no  closing  of  schools 
that  are  in  balemce;  that  staff  bring  back  to  the  Board  an  opinion  by 
Legal  Counsel  pertaining  to  motions  we  have  approved  at  this  point  in 
time  given  the  Federal  Court  order  for  compliance;  that  as  one  of  the 
directions  to  staff  there  will  be  included  educational  components, 
including  the  recommendations  of  the  Mission  Coalition  Organization; 
that  that  portion  of  the  Superintendent's  resolution  which  deals  with 
elementary  school  revisions  be  deleted;  and,  that  a  new  plan  be  developed 
to  improve  the  educational  benefits  and  the  racial/ethnic  balance  of  the 
elementary  schools  without  the  constraint  of  the  seven  zones. 
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ARTICLE  5  -  STUDEJNTS 

SECONDARY  SCHOOL  INTEGRATION  (continued) 


As  sooi  as  the  plan  is  ready  it  be  submitted  to  the  Board 
of  Education;  then  to  the  Court  for  approval;  and  then  to  Ti«  ioplMicntcd 
at  the  earliest  possible  date. 

In  the  plans  for  integrating  secondary  schools,  Port«la 
Junior  High  School  is  not  to  be  closed. 


,.  s' 


■^  ^ 


Adopted:  Resolution  #U3-5A7,  March  5,  I97U 

Amended:  Resolution  #U3-1?A3,  March  12,  197^ 

Amended:  Resolution  #52-25A3,  as  amended  by  #53-*+A8,  March  k,   I975 
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ARTICLE  5  -  STUDENTS 

ADMISSION.  PLACEMENT,  AW   TRMSPORTATIOH  OF  MEICTALLY  RETARDED 
AMD  PHYSICALLY  HANDICAPPED  PUPILS 

1.  Admission  and  Placement.   Placement  of  students  will  be 
made  by  the  supervisor  of  the  service  involved. 

2.  Physically  Handicapped.  Students  will  be  admitted  to 
special  classes  for  the  physically  handicapped  on  the 
written  reconmendation  of  a  physician. 

3-  Mentally  Retarded.   Students  will  be  admitted  to  special 
classes  for  the  mentally  retarded  upon  the  basis  of  an 
individual  psychological  examination. 

k.      Uon- resident  Physically  Handicapped.   The  Superintendent 
may  permit  the  admission  of  non-resident  students  provided 
that  a  contract  be  obtained  from  the  district  of  residence 
agreeing  to  pay  full  cost  of  such  attendance  minus  the 
apportionment  received  from  the  state,  according  to  the 
provisions  of  the  Education  Code. 

5.   Transportation  for  Physically  Handicapped  and  Mentally 
Retarded.  Transportation  shall  be  furnished  for 
physically  handicapped  students,  including  those  with 
severe  heart  involvements,  to  Sunshine  School  or  other 
schools  in  which  special  services  are  maintained. 

Transportation  shall  be  provided  also  to  students  attend- 
ing classes  for  the  severely  mentally  retarded  at 
Louise  Lombard  School. 
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AETICLE  5  -  STUDENTS 

REGULARITY  OF  ATTENDANCE 

1.  Attendance.  Pupils  shall  attend  school  punctually  and 
regularly.  Pupils  shall  not  leave  the  school  premises  during  school 
hours  without  permission  of  the  principal. 

2.  Excused  Absences.  Under  provisions  of  the  Education  Code, 
pupils  are  authorized  to  he  absent  for  the  puirpose  of  receiving  medical, 
dental  or  optometrical  services. 

3.  Making  Up  Work  Missed.  When  a  student  is  unavoidably 
absent  from  school,  he  may  be  excused  from  school  assignments  during 
such  absence  at  the  discretion  of  the  teacher. 

h.  Records .  Records  of  attendance  are  kept  by  the  classroom 
or  registry  teacher  in  accordance  with  the  provisions  of  the  Education 
Code  and  the  regulations  of  the  State  Department  of  Education. 
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ARTICLE  5  -  STUDENTS 

REGULARITY  OF  ATTENDANCE  -  CHILDREN'S  CENTERS 

1.  Attendance .  Children  enrolled  in  child  care  centers  are 
expected  to  attend  punctually  and  regularly.  Children  shall  not  leave 
the  center  before  the  end  of  the  contracted  day  without  written  per- 
mission of  the  parent  or  guardian. 

2.  Excused  Absences.  Under  the  provisions  of  the  Education 
Code,  pupils  are  authorized  to  be  absent  for  the  purpose  of  receiving 
medical,  dental  or  optometrical  services. 

3.  Records.   Records  of  attendance  are  kept  by  the  head 
teacher  or  teacher  designated  to  act  in  her  absence,  in  accordance 
with  California  Administrative  Code,  Title  5,  Art.  I6,  Sec.  ikk,   and 
the  regulations  of  the  State  Department  of  Education  and  Sections 
16611-12-13  of  the  Education  Code. 
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DISCIPLINE  -  A  STATEMENT  OF  PRINCIPLE 
AND  POLICY 


Page    1     of      3 


The  educational  system  is  the  agency  provided  by  our 
society  to  promote  self- fulfillment  of  the  individual  and  to  assure 
naaintenance  and  improvement  of  the  social  order.      Schools,    thus, 
have  a  responsibility  to  each  child  as  well  as  to  the  society  of 
which  he/she  is  a  part. 

The  goals  of  education  are  to  transmit  knowledge, 
develop  skills,    and  foster  attitudes  of  behavior  basic  to  constructive 
social  participation.      Self-discipline,    self-direction,    and 
acceptance  of  responsibility  are  necessary  if  both  the  individual  and 
the  society  are  to  flourish  and  the  school  succeed  in  its  primary 
role.      Proper  school  behavior  is  promoted  for  three  purposes; 
(1)  assuring  the  conditions  within  the  school  that  are  essential  for 
effective  instruction  and  learning,    (2)  training  the  child  in  good  v 

citizenship,    and  (3)  protecting  the  health,    w^elfare,    and  safety  of 
all  students  and  school  employees.     All  children  have  the  right  to 
develop  into  self-respecting,   useful  citizens.    The  three  purposes 
are  complementary  and  can  be  achieved  simultaneously. 

Discipline  in  our  public  schools  today  is  not  a  matter  of 
easy  solution.     It  frequently  involves  choices  or  compromise 
between  what  is  good  for  a  child,    the  class,    the  teacher,    and  the 
school  system.     It  is  essential  that  public  schools  set  standards 
of  behavior  to  ensure  order  in  the  classroom  and  provide  an 
atnaosphere  conducive  to  learning.     The  State  Education  Code,    w^hich 
is  the  State  law^  as  far  as  public  schools  are  concerned,    and  the 
policies  of  the  San  Francisco  Board  of  Education  naake  effective 
legal  provisions  for  acceptable  student  behavior.      In  addition, 
individual  schools  need  to  evaluate  regularly  w^ith  the  student   and 
parent  participation,    student  codes  of  conduct,    since  they  are 
recognized  as  a  constructive  force  in  achieving  good  standards  of 
behavior.      It  is  essential  to  the  maintenance  of  discipline  and 
carrying  out  the  policy  that  the  teacher  be  supported  by  the  Superin- 
tendent,   the  central  office  adnninistration,    the  site  administration 
and  the  Board  of  Education,    unless  he/she  is  found  to  be  in  the  wrong. 

While  adults  are  responsible  for  certain  aspects  of  control, 
children  must  learn  self-discipline.     A  self-disciplined  child  is  one 
who  is  able  to  control  his/her  impulses  and  satisfy  his/her  personal  needs 
without  sacrificing  the  goals  of  the  group.      This  is  not  easily  attained, 
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coming  about  only  as  the  result  of  growth  and  development  guided 
by  the  sustained,    consistent  attention  of  significant  adults  with 
w^hom  the  child  is  in  contact.      For  the  young  child,    controls  for 
the  most  part  come  as  a  result  of  controls  from  others--parents 
or  teachers  whom  the  child  wants  to  please  or  whose  reactions 
he/she  fears.      Gradually  these  controls  become  a  part  of  him/her 
and  he/she  behaves  out  of  his/her  desire  to  be  liked  by  the  people 
he/she  admires;     he/she  develops  his/her  ow^n  sense  of  right  and 
wrong  and  acts  on  the  basis  of  the  dictates  of  his/her  ow^n  con- 
science. 

Not  all  students  attain  this  stage  of  self-control. 
Disturbances  w^ithin  the  family  or  within  the  child,    situations  at 
school,    unreadiness  or  inability  of  the  child  to  learn,    are  some 
of  the  many  casual  factors  which  may  result  in  disorder,    defiance, 
agression  or  disruptive  reactions  on  the  part  of  some  students. 
In  a  free  society  such  behavior  interfers  with  the  rights  of  other 
students  and  prevents  their  progression  to  mature,    responsible 
adulthood.     A  disruptive  child  must  not  be  permitted  to  interrupt 
the  work  of  the  other  children.      Each  child  deserves  his/her  fair 
share  of  education,    and  it  is  the  teacher's  responsibility  to  guard 
that  right  zealously. 

Good  behavior  of  pupils  is  expected.     Since  the  responsi- 
bility for  correcting  poor  behavior  is  educational  as  well  as  setting 
up  regulations  for  controlling  it.      The  teacher  and  the  principal 
have  the  right  and  the  responsibility  to  handle  troublesom  situations 
as  they  arise.      The  teaching  situation  must  be  protected.     Schools 
are  centers  of  learning,    calling  for  an  atmosphere  w^hich  is  free 
from  undue  distractions  and  interruptions. 

It  is  important  that  the  distinction  between  the  terms 
of  discipline  and  punishment  be  kept  in  mind.      Punishment  is  only 
one  of  the  ways  to  ensure  discipline;  it  is  most  effective  when  a 
sense  of  morality  has  already  been  instilled;  it  is  least  effective 
when  associated  with  adult  retaliation  or  loss  of  control.     Some 
other  methods  to  achieve  discipline  are  the  use  of  rewards  or  praise, 
the  pressure  of  other  members  of  peer  groups,    the  planned  assign- 
ment of  responsibility  for  classroom  nnanagement,    the  developnnent 
of  individual  school  codes  of  behavior. 
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Recognition  of  the  individuality  of  each  child,    his/her 
inherent  rights  and  dignities,    the  varied  backgrounds  and  cultural 
standards  from  which  he/she  comes,    is  essential  if  the  ultimate 
goal  of  self-discipline  is  to  be  attained.    It  is  important  that  each 
student  have  the  opportunity  to  associate  with  adults  who  have  faith 
in  his/her  ability  to  grow  and  learn,    who  will  help  set  goals  in  which 
he/she  is  interested  and  has  a  reasonable  chance  of  reaching,    and 
will  work  with  him/her  until  he/she  has  reached  a  significant  degree 
of  stability. 

Through  its  educational  programs  and  services  the  school 
district  must  make  the  utmost  creative  efforts  to  help  the  individual 
child.     All  students  should  be  helped  and  supported  to  attain  the 
aim  of  self-discipline,    and  the  common  good  must  be  the  major 
consideration  in  formulating  and  maintaining  discipline,    so  that  a 
school  atmosphere  conducive  to  learning  naight  be  achieved  for  all 
students. 

(See  APPENDIX  "A"  -  Administrative  Regulations 
Manual  -   Discipline  Handbook) 
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ARTICLE   5  -   STUDEM'S 

BUS  TRANSPORTATION 


RESOLVED:   That  school  bus  transporation  be  provided 
for  those  students  whose  reassignments  involve  journeys  of  more  than 
40  minutes . 


Resolution  #46-25A17 
Approved  6/25/74 
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The  Superintendent  shall  be  authorized  and  directed  to 
develop  with  all  due  deliberate  speed  an  Emergency  School 
Attendance  Plan  which  w^ould  maximize  student  attendance 
opportunities  during  a  crisis  condition. 

The  widest  possible  involvement  of  school  district,    commtaillPjfi,  ^ 
parents  and  children  shall  be  undertaken  in  the  development,   and  ',1^^ 

dissemination  of,    the  operational  particulars  of  the  plan  within  a. 
period  of  one  month  from  the  opening  of  school  in  the  Fall  Seime«t#Jr* 
1976.  ' 
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ARTICLE  5  -  STUDENTS 

IHTERDISTRICT  ATTENDANCE  -  ELEMENTAEY  AND  SECONDARY  SCHOOLS 

1.  Students  from  Districts  outside  San  Francisco.  The  Board 
of  Education  has  established  the  policy,  in  accordance  with  State  law, 
that  all  students  who  desire  to  attend  the  San  Francisco  public  schools 
but  who  actually  reside  in  another  school  district  shall  not  be  per- 
mitted to  enroll  until  they  have  obtained  permits  for  such  attendance 
from  the  proper  school  official  of  their  district,  and  that  this  per- 
mission shall  be  confirmed  by  a  written  contract  to  be  executed 
between  the  two  respective  school  systems.  The  Legal  Adviser  shall 

be  notified  immediately  in  writing  of  the  name  and  address  of  each 
non-resident  applicant  and  the  address  of  his  or  her  parent  or  guardian, 
and  said  LegeuL  Adviser  is  authorized  to  take  the  necessary  steps  to 
obtain  the  proper  contracts.  He  shall  be  held  responsible  for  procur- 
ing a  duly  executed  contract  covering  each  district  involved,  in  order 
to  protect  fully  the  interests  of  the  school  district. 

2.  Students  Residing  in  San  Francisco  and  Desiring  To  Attend 
School  Outside  This  School  District.  Such  students  must  obtain  per- 
mission from  the  proper  school  official  in  the  district  they  desire  to 
attend,  and  said  district  shall  initiate  a  contract  to  be  executed 
between  the  two  respective  school  systems. 

The  Superintendent  of  Schools  issues  instructions  to  the 
proper  school  administrators  in  order  that  the  above  policy  may  be 
carried  out. 

3.  Students  in  Hospitals  or  Sanatoirlums  outside  San  Francisco, 
But  Who  Are  Residents  of  San  Francisco.  Residence  of  such  pupils  and 
the  responsibility  of  the  school  district  are  outlined  in  Section  685I 
of  the  State  Education  Code. 
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ARTICLE  5  -  STUDENTS 

PROMOTION  OR  GRADUATION 

1.  All  Divisions.  Diplomas  or  certificates  of  promotion  shall 
be  issued  to  students  upon  satisfactory  completion  of  the  prescribed 
school  courses.  The  program  to  be  presented  by  pupils  as  a  part  of  the 
promotion  exercises  shall  be  prepared  in  such  manner  as  not  to  Interfere 
with  the  regular  school  work  and  in  general  shall  be  related  to  the 
curriculum.  No  flowers  or  gifts  for  presentation  to  students  on  promo- 
tion or  graduation  shall  be  distributed  in  any  school  building  or  place 
of  graduation. 

2.  Elementary  School  and  Junior  High  School.  Promotion 
exercises  shall  be  held  in  the  school  auditorium.  Exercises  and  public 
exhibitions  of  school  work  are  authorized  and  encouraged  for  Wednesday 
or  Thursday  of  the  last  week  of  the  term.  The  regular  school  program 
must  be  continued  uninterruptedly  to  the  last  day  of  the  school  term 
unless  otherwise  authorized  by  the  Board. 

3.  Senior  High  School . 

Graduation  exercises  may  be  held  in  the  War  Memorial  Opera  House,  the 
California  Masonic  Memorial  Temple,  or  other  suitable  quarters  author- 
ized by  the  Board  of  Education.  The  cost  of  such  facilities  is  borne 
by  the  School  District.  Wo  admission  charge  may  be  made  to  these 
commencement  exercises. 

Graduation  expenses  for  senior  high  schools  covered 
by  the  School  District,  as  authorized  by  the  Board  of  Education, 
include  the  rental  of  caps  and  gowns,  the  printing  of  graduation 
certificates  and  covers  for  same,  graduation  tickets  and  programs. 

The  Board  of  Education  approves  the  recommendation  of 
the  Superintendent  that  annual  promotion  of  students  be  instituted  in 
the  school  district  in  accordance  xd.th  Plan  I  as  proposed  in  the 
Superintendent's  report  entitled  "Implications  of  Annual  Promotion  for 
the  San  Francisco  Unified  School  District"  which  provides  that  annual 
promotion  be  instituted  in  the  fall  semester  I969  in  grades  K  through 
7  and  subsequent  year  by  year  change  in  the  junior  and  senior  high 
schools;  provided  further,  that  any  student  after  I969,  in  order  to 
obtain  the  advantages  of  annual  promotion  as  set  forth  in  the 
Superintendent's  report,  may  be  transferred  to  annual  promotion  upon 
th*"  approval  of  the  administrator  of  the  school,  teacher,  and  narent 
of  the  student  involved. 
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Acceleration  or  retardation  of  pupils  in  the  elementary 
schools  shall  be  determined  by  agreement  of  the  teacher  in  whose 
room  the  child  has  spent  the  last  term  prior  to  his/her  acceleration 
or  retardation  and  the  principal  of  the  school,    except  in  the 
following  cases: 

1.  When  acceleration  or  retardation  for  more  than 
one  term  is  being  considered. 

2.  When  the  acceleration  or  retardation  is  being 
considered  for  a  second  time  in  the  elementary 
schools. 

3.  When  there  is  lack  of  agreement  between  the  principal 
and  the  teacher. 

In  the  above  cases  a  referral  shall  be  nnade  to  the 
Assistant  Superintendent  in  charge  of  Elementary  Schools. 

-''4.       When  acceleration  involves  promotion  from 

kindergarten  to  first  grade  the  procedure  to  be 
followed  shall  be  according  to  the  administrative 
procedures  outlined  in  Administrative  Regulation 
R  5123. 
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ARTICLE  5  -  STUDhMTS 

KLGH  SCHOOL  DIPLOMAS 

San  Francisco  Unified  School  District  Diplomas,  as 
distinguished  from  individual  high  school  diplomas,  may  be  issued 
to  students  over  l8  years  of  age  who  have  completed  the  requirements 
for  graduation  from  high  school.  Such  diplomas  are  issued  through 
the  office  of  the  Assistant  Superintendent  in  charge  of  Senior 
High  Schools. 


diplomas : 


The  following  conditions  govern  the  Issuance  of  such 


As  a  condition  of  graduation,  students  must  show 
evidence  of  good  character  and  citizenship. 

Students  may  work  for  their  high  school  diplomas  at 
the  City  College  of  San  Francisco,  provided  that  they 
are  admitted  "because  of  their  maturity  and  with  the 
recommendation  of  the  Assistant  Superintendent  in 
charge  of  Senior  High  Schools  and  the  approval  of  the 
President  of  the  City  College.  Such  students  must 
complete  the  equivalent  of  the  requirements  for 
graduation  from  high  school. 

Decision  to  grant  diplomas  under  this  policy  will 
rest  with  a  committee  of  three  members  of  the 
certificated  personnel  selected  by  the  Superintendent, 
except  that  one  member  shall  be  the  Assistant  Superin- 
tendent in  charge  of  Senior  High  Schools . 


For  Graduation  Requirements  see  P6l2^  and  p6l2U.l 


(Residence  requirement  deleted  pursuant  to  Board  of  Education 
Resolution  #U2-US2  adopted  Febrviary  11,  I96U) 
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Report  cards  for  each  pupil,    except  pupils  in 
kindergarten,    shall  be  sent  under  the  direction  of  the  principal 
to  the  parent  or  guardian  in  accordance  with  a  time  schedule 
fixed  by  the  Superintendent.      Report  cards  must  be  signed  by 
the  parent  or  guardian  and  returned  to  the  school  within  two  days 
after  their  delivery  to  the  pupil. 

At  the  end  of  the  term,    the  report  card  with  final 
marks  and  new  termi  assignment  is  retained  by  the  parent. 
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Students  Using  Automobiles  to  and  from  School.     All 
pupils  using  automobiles  to  drive  to  and  fronn.  school  shall  be 
required  to  file  with  the  principal  of  the  school  written  permission 
fronn  parent  or  guardian  to  do  so.     The  automobile  must  be 
registered  with  the  principal  of  the  school.      The  pupil  must  agree, 
in  writing,    to  obey  all  rules  and  regulations  regarding  use  of  auto- 
mobiles during  the  school  day.     Violation  of  the  rules  shall  consti- 
tute cause  for  appropriate  disciplinary  action. 
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1.  Student  Body  Organizations.      Principals  may  authorize 
self-governing  student  body  organizations  under  constitutions  approved 
by  the  principals.     Such  organizations  may,    with  the  approval  of  the 
principals,    collect  voluntary  dues  and  conduct  specified  activities. 

2.  Regulations  on  Fraternities  and  Sororities.     In  accordance 
with  the  provisions  of  State  law,    the  Board  of  Education  has  adopted 
the  following  policy: 

a.  No  pupil  enrolled  in  any  elementary,    junior,    or 
senior  high  school  of  this  district  shall  join,    be  a 
nnember  of,    or  become  pledged  to  be  a  menaber  of, 
any  fraternity,    sorority,    club,    or  other  organization 
which  is  of  such  a  nature  as  to  engender  an  undefno- 
cratic  spirit  in  the  pupils  of  the  public  schools.     A- 
fraternity,    sorority,    club,    or  other  organization, 
membership  in  w^hich  is  prohibited  by  this  policy, 

is  one  in  which  the  mennbership  is  connposed  wholly 
or  partly  of  pupils  of  the  public  schools  of  this  state 
and  is  perpetuated  by  taking  in  members  from  pupils 
enrolled  in  the  public  schools  on  the  basis  of  the 
decisions  of  its  own  menabers.     This  rule  shall  not  be 
construed  to  prevent  any  pupils  from  joining  the  order 
of  the  Native  Sons  of  the  Golden  West,    Native 
Daughters  of  the  Golden  West,    Foresters  of  America, 
or  any  other  kindred  organization  not  directly  associ- 
ated with  the  public  schools  of  this  state,    or  to  prevent 
them  from  joining  other  organizations  whose  qualifi- 
cations for  naembership  are  acceptable  to  the  Board 
of  Education. 

b.  Any  pupil  of  this  district  w^ho  violates  this  rule  shall 
be  subject  to  suspension  for  a  period  of  not  more 
than  ten  consecutive  school  days;  if  suspension  does 
not  result  in  an  immediate  discontinuance  of  such 
naembership,    he/she  shall  be  subject  to  expulsion  by 
the  Board  of  Education, 
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3.       Student  Advisory  Council:     The  Board  of  Education' 
approves  the  "Bylaws  of  The  Student  Advisory  Council"  which  have 
been  prepared  and  adopted  by  the  Student  Council: 

PREAMBLE 

We,    the  students  of  the  San  Francisco  Unified  School  District, 
believing  that  student  involvement  is  necessary  for  a  better  educational 
experience,    hereby  establish  these  bylaws  for  the  Student  Advisory 
Council  of  the  S.  F,  U,  S.  D. 

ARTICLE  I  -  NAME 

The  name  of  this  organization  shall  be  the  Student  Advisory  Council 
of  the  San  Francisco  Unified  School  District. 

ARTICLE  II  -   PURPOSE 


The  purpose  of  this  organization  is  to  gather   student  opinions  regard- 
ing all  matters  concerning  their  education  and  to  provide  leadership. 

ARTICLE  III  -  MEMBERSHIP 

All  regular  and  alternate  representatives  of  each  high  school  in  the 
S.  F.  U.  S,  D.    shall  become  m.embers  of  the  S.  A.  C. 

ARTICLE  IV  -   FORM  OF  ORGANIZATION 


This  organization  shall  consist  of  the  regular  and  alternate  representa- 
tives,   and  the  Advisor. 

ARTICLE  V  -  REPRESENTATIVES 


Each  school  of  the  S.  F.  U.S.  D.    shall  have  two  representatives.      The 
regular  representative  is  to  attend  all  meetings  and  serve.      The 
alternate  is  to  be  kept  informed  of  all  naatters  and  assume  the  responsi- 
bilities of  the  regular  representative  when  necessary. 
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SECTION  I  -  qualifications  of  representatives 

The  only  qualification  for  representatives  is  a  genuine  interest  in 
educational  affairs  of  the  S.  F.  U.S.  D. 

SECTION  II  -   election  of  representatives 

Interested  candidates  may  be  elected  by  the  student  council  of  the 
high  school,    by  the  entire  student  body  or  by  the  schools'   elected 
organization  or  body.      Following  this  school  year  there  will  be  an 
election  process  for  the  members  of  the  Student  Advisory  Council. 

SECTION  III  -  duties  of  representatives 

The  representatives  shall  attend  all  meetings,  and  they  shall  be 
active  participants.  They  are  to  report  the  proceedings  of  the  • 
meetings  of  the  S,  A.  C.   to  their  respective  schools. 

ARTICLE  VI  -  SECRETARY 

The  secretary  of  the  S.  A,  C,    shall  be  the  only  elected  officer. 

SECTION   I  -  qualifications  of  the  secretary 

The  qualifications  of  the  secretary  would  be  the  ability  to  function 
effectively  in  the  duties  of  the  office. 

SECTION  II  -  d>uties  of  secretary 

The  secretary  shall  record  minutes,    prepare  agendas  and  serve  in  a 
secretarial  capacity  at  all  times. 

ARTICLE  VII  -  MEETINGS 

The  S.  A,  C.    shall  meet  four  times  a  month.      The  first  and  second 
monthly  nneetings  will  be  composed  of  menabers  of  the  S.  A.  C.    only. 
Prior  to  the  third  m.eeting  of  the  month,    an  invitation  will  be  sent  to 
the  Superintendent  of  Schools  and  the  Commissioners  of  the  Board  of 
Education  inviting  them  to  attend.     An  agenda  of  that  third  meeting 
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will  be  sent  to  them  at  least  a  week  in  advance.      The  fourth  meeting 
will  be  open  to  all  high  school  students  desiring  to  express  their 
views  to  the  S.  A,  C.     The  weekly  naeetings  shall  be  chaired  on  a 
rotating  basis, 

ARTICLE  VIII  -  ADVISOR 


A  representative  of  the  senior  high  school  office  shall  serve  as 
advisor  to  the  S,  A.  C.      The  S.A,  C.    advisor  shall  assist  the 
organization  when  necessary.      The  advisor  shall  attend  all  regular 
sessions  of  the  organization. 

ARTICLE  IX  -   BOARD  OF  EDUCATION  MEETINGS 

A  member  of  the  S.A.  C.    shall  sit  on  the  Board  of  Education  on  a 

monthly  rotating  basis  and  will  have  all  privileges  of  the  Commissioners 

except  for  voting  power,    attendance  to  executive  sessions  and  pay. 

If  the  Board  of  Education  has  functioning  subcommittees,    each  member 

of  the  S.A.  C.    shall  serve  on  at  least  one  committee  and  shall  have  the 

same  privileges  as  the  other  subcommittee  members  except  for  voting 

power. 

SECTION  I  -  meeting 

We  urge  S.A.  C.   members  to  attend  as  many  Board  of  Education 
meetings  as  possible. 


HISTORY /AUTHORIZATION 
Adopted:      1961 

Amended:    Resolution  #441-12A17,    November  11,    1974 
Amended:    Resolution  #62-24S-p  2  as  amended  by  #63-9A6,    March  9,    1976 
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Students  Using  Automobiles  to  and  from  School.     All 
pupils  using  automobiles  to  drive  to  and  frora  school  shall  be 
required  to  file  with  the  principal  of  the  school  written  permission 
from  parent  or  guardian  to  do  so.      The  automobile  naust  be 
registered  with  the  principal  of  the  school.      The  pupil  must  agree, 
in  writing,    to  obey  all  rules  and  regulations  regarding  use  of  auto- 
mobiles during  the  school  day.     Violation  of  the  rules  shall  consti- 
tute cause  for  appropriate  disciplinary  action. 
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ARTICLE  5  -  STUDENTS 

VENDING  MACHINES  0H5RATED  BY 
STUDENT  BODY  ORGANIZATIONS 


Student  tody  organizations  may  be  granted  permission  to 
operate  soft  drink  and  beverage  vending  machines  in  the 
senior  high  schools,  as  authorized  by  the  Superintendent, 
provided  the  request  bears  the  approval  of  the  school 
principal. 


Authorized  by  Board 
Resolution  #312-1083 
December  10,  I963 
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No  festival,  exhibition,  concert,  dance,  entertain- 
ment, or  other  type  of  social  activity  shall  be  held  by  any 
school  or  by  any  student  organization  of  any  school  without 
the  authorization  of  the  principal.   Likewise,  no  entertain- 
ment shall  be  given  for  the  benefit  of  a  student  activity  of 
any  school  unless  the  financial  arrangements  are  under  the 
control  of  the  principal  and  the  program  has  received  the 
sanction  of  the  principal. 

The  Parent-Teacher  Association  and  Mother's  Club 
are  authorized  to  conduct  social  activities  in  the  scftools    ,  \ 
as  provided  elswhere  in  this  manual  (P  1210  and  P  3270).  =;is'A^4|t|^il'^ 
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BILL  OF  RIGHTS 


The  primary  liberties  in  a  student's  life  have  to  do  with  the 
process  of  inquiry  and  learning,  of  acquiring  and  imparting  knowledge, 
and  of  exchanging  ideas.   This  process  requires  that  students  have  the 
right  to  express  opinion  to  take  stands,  and  to  support  causes,  publicly 
or  privately o  There  should  be  no  interference  in  the  school  with  these 
liberties,  or  with  the  student's  access  to  or  expression  of  controver- 
sial points  of  view,  except  as  provided  belowo 

(l)  Bvilletin  Boards-Students  must  restrict  themselves  to  the  use 
of  certain  designated  bulletin  boards  for  any  materials  which 
the  students  wish  to  put  up.  The  biolletin  boards  shall  be 
situated  in  prominent  places  as  designated  by  the  School  Free 
Speech  Committee  defined  in  paragraph  (5).  This  committee' 
shall  also  regulate  the  placing,  usage  and  control  of  these 
bulletin  boards.  There  shall  be  no  prior  censorship  or  re- 
quirement of  approval  of  the  contents  or  wording  of  notices 
or  other  communications,  but  the  following  general  limita- 
tions on  posting  may  be  appplied, 

(a)  Materials  may  be  removed  only  if  they  are  obscene, 
libelous  or  slanderous  according  to  current  legal  def- 
initions; or  create  a  clear  and  present  danger  of  the 
commission  of  an  unlawful  act,  or  of  immediate  physical 
disruption  of  the  school, 

(b)  Material  shall  be  dated  before  posting  and  removed  with- 
in a  prescribed  reasonable  time.  The  time  shall  be 
determined  by  the  School  Free  Speech  Committee,  thus 
assirring  full  access  for  all  to  the  bulletin  boards. 

{?.)      Distribution  of  Printed  Material  and  Circulation  of  Petitions- 
Students  shall  be  free  to  distribute  handbills,  leaflets  and 
other  printed  material  and  to  collect  signatures  on  petitions 
concerning  either  school  or  out-of -school  issues,  whether  such 
materials  are  produced  within  or  outside  the  school.  There 
shall  be  no  prior  censorship  or  requirement  of  approval  of 
the  contents  or  wording  of  such  material,  but  the  following 
limitations  may  be  applied, 

(a)  The  time  of  such  activity  shall  be  limited  to  periods 
before  school  begins,  after  dismissal,  and  during  lunch 
time  and  free  time  if  necessary  not  to  interfere  with 
the  school  program. 

(b)  The  place  of  such  activity  shall  be  reasonably  restricted 
to  permit  the  normal  flow  of  traffic  within  the  school 
and  at  exterior  doors. 
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ARTICLE  S  -  STUDENTS 


BILL  OF  RIGHTS  (continued) 

(c)  The  manner  of  conducting  such  activity  shall  be  restrict- 
ed to  prevent  the  use  of  coercion  in  obtaining  signatures 
on  petitions.  Those  distributing  any  materials  shall 
refrain  from  making  undue  levels  of  noise  in  order  that 
they  do  not  disturb  normal  school  activities.  The  danger 
/    of  littering  is  not  a  sufficient  grovmd  for  limiting  the 
right  of  students  to  distribute  printed  material. 


X 


(d)  Only  material  within  the  restricted  categories  of  para- 
graph 1  (a)  above  may  be  limited  as  to  distribution. 

In  the  case  of  petitions  presented  by  students  to  the  school  authorities, 
students  shall  have  the  right  to  have  their  petitions  considered  and  to 
receive  an  authoritative  reply  thereto, 

(3)  Buttons  and  Dadges-The  wearing  of  buttons,  badges  or  armbands 
whether  bearing  slogans,  sayings  or  having  symbolic  meaning 
shall  be  permitted  as  another  form  of  expression  unless  the 
message  thereof  falls  within  the  restricted  categories  of 
paragraph  1(a).  No  student,  teacher  or  administrator,  at 
any  location  on  school  premises  (in  or  out  of  the  classroom) 
shall  interfere  with  this  practice  on  the  grounds  that  the 
message  or  meaning  may  be  iinpopular  with  students,  faculty 
or  school  administration. 

(4.)  Clubs  and  Organizations-Students  may  form  any  clubs  or  organi- 
zations which  they  desire  providing  the  club  is  open  to  any 
attending  student,  is  not  in  violation  of  prohibitions  against 
secret  organizations  contained  in  State  Education  Code  Sec- 
tion 10604.,  and  does  not  violate  the  principles  of  paragraph 
1(a). 

(5)   In  imposing  limitations  on  student  expression  for  any  reason 
under  any  of  the  foregoing  provisions  the  school  must  ensure 
that  its  riales  are  applied  on  a  non-discriminatory  basis  and 
in  a  manner  designed  to  assure  maximum  freedom  of  expression 
to  the  students.  The  school  shall  particularly  avoid  any 
action  placing  restraints  on  ideas  prior  to  their  expression. 
Any  student  or  student  group  allegedly  deprived  of  freedom  of 
expression  under  any  of  these  provisions  shall  have  the  right 
to  request  a  hearing  to  determine  whether  such  deprivation  has 
taken  place  and  take  appropriate  action.  Such  a  hearing  must 
be  held  within  1  school  day  of  the  request  before  an  impartial 
body  to  be  designated  as  the  School  Free  Speech  Committee. 
This  committee  shall  be  composed  of  1  administrator,  2  teachers 
and  2  students.  Any  teacher  or  student  who  desires  to  sit  on 
this  committee  may  submit  his  name.  The  two  teachers  and  two 
students  on  the  committee  shall  be  chosen  at  random  from 
those  persons  who  have  volunteered  to  sit  on  the  committee. 
The  hearing  shall  provide  for  a  full  and  fair  opportunity  for 
both  sides  to  produce  evidence  and  arguments  as  to  the  alleged 
deprivation  of  freedom  of  expression.  Any  administrator, 
teacher  or  other  school  personnel  who  removes  any  material  or 
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interferes  with  distribution  of  any  printed  material,  circu- 
lation of  petitions  or  other  exercise  of  freedom  of  expression 
by  any  student  or  student  group  shall  be  required  to  report 
such  action  to  the  Free  Speech  Committee  immediately  there- 
after. 

These  regulations  shall  be  permanently  posted  at  each 
school  in  a  conspicuous  place  freely  accessible  to  all 

students. 


Adopted :   I968 

Amended:   Resolution#13-31A2,  March  31,  I97I 
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ARTICLE  5  -  STUDENT  WELFARE 

KLm7S  km   RKSPONSIBILITIES  MANUAL 

The  rights  of  all  students  shall  be  governed  by  a  Student 
Rights  and  Responsibilities  Manual. 

The  Board  of  Education  has  approved  the  following  procedures: 

1.  One  or  more  staff  members,  teachers  or  counselors  at  each 
secondary  school  should  be  designated  as  student  rights  resources; 
these  should  be  people  to  whom  students  could  and  would  go  to  get 
information  regarding  their  rights  and  responsibilities . 

2.  The  Manual  should  be  introduced  to  all  students  through 
the  use  of  lesson  plans;  further  that  there  be  instruction  in  the 
following:   Students  have  the  responsibility  to:   (1)  Respect  the 
rights  of  all  persons  involved  in  the  educational  process;  (2)Exercise 
the  highest  degree  of  self  discipline  in  observing  and  adhering  to 
legitimate  rules  and  regulations;  (3)Recognize  that  responsibility  is 
inherent  in  the  exercise  of  every  right;  (U)Refrain  from  actions  that 
will  interfere  with  the  operation  of  the  regular  school  program  or  with 
classroom  activities;  (5)Refrain  from  any  distribution  or  display  of 
materials  which  are  obscene  according  to  the  current  legal  definitions, 
which  are  libelous  or  which  advocate  the  commission  of  unlawful  acts. 
Planning  for  this  incorporation  should  take  place  well  ahead,  (i.e., 
social  science  classes,  etc.) 

3 .  Interested  and  informed  students ,  under  the  auspices  of 
the  school's  student  rights  resource  person,  should  be  available  to 
meet  with  designated  study  classes  to  help  explain  the  Manual. 

4.  In  addition  to  receiving  a  copy  of  the  summary  of  the 
Manual,  students  should  be  given  a  copy  of  the  school's  appeal  pro- 
cedure and  a. form  for  filing  a  grievance. 

5.  A  copy  of  the  full  Student  Rights  and  Responsibilities 
■Manual  with  the  changes  cited  in  an  addendum  should  be  available  in 
the  library  of  each  secondary  school. 

6.  On  each  school's  student  bulletin  board  should  be  posted 
the  Manual  summary,  a  form  for  filing  a  grievance,  appeals  procedure 
and  information  as  to  where  to  obtain  additional  copies  of  each. 

7.  To  clarify  the  reasons  for  suspensions,  the  appropriate 
State  Education  Code  sections  should  be  cited  and  copies  included 
with  the  information  available  on  the  Manual. 


Approved  -  Board  of  Education  6/18/74 
Resolution  #45-lM-5pl  as  amended  by 
Resolution  #46-18A2 
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BOARD  OF  EDUCATION  POLICY 


1.  Monitor  and  Messenger  Work.  Principals  and 
teachers  shall  not  request  any  service  from  a  pupil  which 
may  interfere  with  the  pupil's  school  work. 

2.  Supervision  of  Pupils.   Pupils  shall  not  remain 
in  any  schoolroom  when  classes  are  not  in  session  except  by 
permission  of  the  principal  or  of  the  class  teacher  and  in 
the  presence  of  a  teacher. 
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The  Superintendent  is  authorized  to  excuse  pupils  from 
school  attendance  for  the  purpose  of  attending  a  San  Francisco 
Symphony  Association  concert  once  a  year  at  a  reduced  student 
rate.     The  time  of  the  concert  will  be  arranged  so  as  to  require 
a  minimum  loss  of  classroom  time. 


HISTORY /AUTHORIZATION 


1962 

Resolution  #110-24A1,    October  24,    1961 
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ARTICLE  5  -  STUEEM'S 

WELFARE  -  SALE  OF  ALCOHOLIC  BEVERAGES  NEAR  SCHOOLS 

The  Board  of  Education  will  protest  to  the  Department  of 
Alcoholic  Beverage  Control  the  operation  of  any  establishment  that 
sells  elcoholic  beverages  under  an  "on  sale"  license  when  the  nearest 
point  of  the  proper^.y  line  of  th*?  establishment  rects  within  two  hundred 
(200)  feet  of  any  school  property  in  which  classes  are  maintained, 
measurements  to  be  taken  in  a  straight  line  between  the  closest  property 
lines  of  both  premises. 
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ARTICLE  5  -  STUDENTS 

WELFARE  -  INFORMATION  ABOUT  PUPILS 

In  accordance  with  State  law,  no  teacher,  principal,  employee, 
or  governing  board  member  of  any  public  school  shall  give  out  any  personal 
information  concerning  any  particular  minor  pupil  enrolled  in  the  schools, 
including  City  College,  to  any  person  except  under  judicial  process  unless 
the  person  is  one  of  the  following: 

1.  Either  parent  or  a  guardian  of  such  pupil. 

2.  A  person  designated,  in  writing,  by  such  pupil  if  he 
is  an  adult,  or  by  either  parent  or  a  guardian  of 
such  pupil  if  he  is  a  minor. 

3.  An  officer  or  employee  of  a  public,  private,  or 
parochial  school  where  the  pupil  attends,  has 
attended,  or  intends  to  enroll. 

k,     A  state  or  local  law  enforcement  officer,  includ- 
ing a  probation  officer,  parole  officer  or 
administrator,  or  a  member  of  a  parole  board,  seek- 
ing information  in  the  course  of  his  duties. 

5.  The  State  Superintendent  of  Public  Instruction,  or 
a  member  of  his  staff,  or  the  county  superintendent 
of  schools  of  the  county  where  the  pupil  attends, 
has  attended,  or  intends  to  enroll,  or  a  member  of 
his  staff. 

Such  restrictions  are  not  intended  to  interfere  with  the  re- 
lease of  information  by  school  personnel  concerning  participation  in 
athletics  and  other  school  activities,  the  winning  of  scholastic  or  other 
honors  or  awards,  and  other  like  information.  An  employer  or  potential 
employer  of  the  pupil  may  be  furnished  the  age  and  scholastic  record  of 
the  pupil  and  employment  recommendations  prepared  by  members  of  the  school 
staff. 

Lists  containing  the  names  and  addresses  of  seniors  of  the 
graduating  class  may  be  furnished  to  a  branch  of  the  United  States  Armed 
Services  in  accordance  with  Board  Policy  P1120. 

Notwithstanding  the  restrictions  imposed  by  Education  Code 
Section  10751^  a  governing  board  may,  in  its  discretion,  provide  in- 
formation to  the  staff  of  a  college,  university,  or  educational  research 
and  development  organization  or  laboratory  if  such  information  is  necessary 
to  a  research  project  or  study  conducted,  sponsored,  or  approved  by  the 
college,  university,  or  educational  research  and  development  organization 
or  laboratory  and  if  no  pupil  will  be  identified  by  name  in  the  information 
submitted  for  research. 

Revised  to  conform  with  provisions 
of  Education  Code  §10751  as  amended 
by  Stats.  1968,  Ch.  I389. 

11/1968  P5140.1 
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ARTICLE  5  -  STUDEMTS 

WELFARE  -  PHYSICAL  EXAMINATIONS 

1.  Each  student  participating  in  interscholastic  athletics 
is  required  to  pass  a  medical  examination. 

2.  This  examination  is  to  cover  the  school  year  of  competi- 
tion. 

3.  "Physician's  Report  of  Medical  Examination"  must  be 
signed  by  the  parent  or  guardian  of  the  athlete  and  by  the  examining 
physician. 

h.     Exemptions  from  physical  examinations  may  not  be  made 
except  as  provided  in  Section  11822  of  the  California  Education  Code. 
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ARTICIE  5  -  STUDENTS 

SAFETY 

Instruction  covering  safety  in  the  entire  school  environment 
shall  he  offered  in  all  schools. 

Instructors  shall  not  permit  students  to  use  equipment  or 
supplies  unless  they  have  been  properly  instructed  in  their  use. 


1961  p  5144 
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SECTION 


PROHIBITION  OF  DEADLY  WEAPONS 


P  5145 
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1.  The  Board  of  Education  adopts  as  its  policy 
that  a  student  of  any  public  school  in  the  San  Francisco 
Unified  School  District  who  brings  any  deadly  weapon,  as 
defined  by  California  Penal  Code  Section  3024,  onto  a 
school  grounds  shall  be  immediately  suspended. 

2.  The  Board  of  Education  adopts  a  policy, 
effective  July  1,  1974,  that  requires  teachers  or  other 
persons  who  desire  students  to  bring  such  proscribed  objects 
(any  dirk,  dagger,  knife  with  blade  over  3%  inches,  folding 
knife  wigh  blade  which  locks  into  place,  or  razor  with  un- 
guarded blade)  onto  school  grounds  to  complete  an  official 
form  which  the  student  must  have  on  his  person  while 
possessing  such  an  object  on  the  campus. 


Adopted: 
Adopted: 


HISTORY /AUTHORIZATION 
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SECTION    SUSPECTED  CHILD  ABUSE  AMD  NEGLECT 
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Staff  personnel  should  be  aware  that  by  statute  they 
are  immune  from  civil  or  criminal  liability  for  reporting 
in  good  faith.  Failure  to  report ,  might  result  in  a  mis- 
demeanor charge  and  conviction  with  a  penalty  up  to  6  months 
in  county  jail  and/or  a  $500.00  fine.  Any  doubt  about 
reporting  a  suspected  situation  should  be  resolved  in  favor 
of  the  child,  and  reported  immediately. 

To  maintain  awareness  on  the  part  of  ilLI  professional 
staff  members,  the  San  Francisco  Unified  School  District 
will  provide  periodic  staff  development  on  the  subject  of 
child  abuse  and  neglect. 


HISTORY /AUTHORIZATION 
Adopted:  Resolution  #62-3  Sp2,  March  2,  I976 
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ARTICLE  5  -  STUDENTS 

5153  -  DIPLOMAS  FOR  VITEE^ANS 

1.  General  Provisions 

Diplomas  of  graduation  may  te  granted  to  veterans  who 
fulfill  the  requirements  as  set  forth  in  Subdivision  (f)  of  Section 
102  of  Title  5  of  the  California  Administrative  Code.* 

2.  Eligibility** 

Veterans  are  referred  to  the  Veterans'  Center  for  High 
School  Evaluation  to  determine  their  eligibility  for  high  school 
graduation  through  evaluation  of  service  experience  or  by  means  of 
the  General  Educational  Development  tests.  Veterans'  Center  for  High 
School  Evaluation  recommends  the  issuance  of  diplomas  to  those  deemed 
eligible. 

These  diplomas  are  granted  by  the  San  Francisco  Unified 
School  District  and  issued  by  the  Assistant  Superintendent  in  charge  of 
Senior  High  Schools  to  those  veterans  who  attended  a  San  Francisco 
public  secondary  school  while  under  18  years  of  age  and  to  those  who 
qualify  while  in  attendance  at  City  College  of  San  Francisco;  they  are 
also  issued  by  the  individual  adult  high  schools  to  veterans  who  have 
attended  these  schools. 


*Resolution  #69-6S2 
adopted  by  the  Board  of  Education 
September  6,  I966 

**Originally  paragraph  3«  Renumbered  due  to  deletion  of  paragraph  2.  entitled 
"Residence"  pursuant  to  Resolution  #i<-2-it-S2  adopted  by  the  Board  of 
Education  February  11,  l^Sk. 
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ARTICLE  6  -  INSTRUCTION 

INSTRUCTIONAL  PROGRAM 

The  Superintendent  shall  be  the  general  administrator  of  »n 
instructional  services.  The  administrators  of  the  respective  instruc- 
tional divisions  shall  he  responsible  for  the  direction  and  supervision 
of  the  program  of  instruction  within  their  respective  divisions  and 
shall  be  assisted  by  the  administrative  staff,  consisting  of  coordinators, 
directors,  and  supervisors  in  the  preparation  and  administration  of  all 
programs  of  instruction. 

Supervision  of  instruction  shall  be  concerned  with  the  develop- 
ment and  revision  of  instructional  objectives,  the  improvement  of  courses 
and  curriculums,  the  evaluation  and  selection  of  textbooks  and  instruc- 
tional supplies  and  equipment,  the  improvement  of  the  in-service  educa- 
tion of  teachers,  and  the  improvement  of  techniques  of  work  in  the 
classroom  and  on  the  playground. 
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ARTICLE  6  -  INSTRUCTION 

PHI3X>S0PHY  OF  MTERIALS  SELECTION 

The  over-all  philosophy  of  materials  selection  of  the 
San  Francisco  Unified  School  District  will  be  in  accordance  with  the 
principles  set  forth  in  the  School  Library  Bill  of  Rights,  approved 
by  the  American  Association  of  School  Librarians  and  endorsed  by  the 
Council  of  the  American  Library  Association,  which  are: 

To  provide  realistic,  factual  and  imaginative  materials 
which  will  enrich  and  support  the  curriculum,  taking  into 
consideration  the  varied  interests,  abilities,  and 
maturity  levels  of  the  students  served 

To  provide  materials  which  will  stimulate  growth  in 
factual  knowledge,  literary  appreciation,  aesthetic 
values,  and  ethical  standards 

To  provide  a  background  of  information  which  will 
1^  enable  pupils  to  make  intelligent  judgments  in  their 

daily  life  and  to  become  informed  and  responsible 
citizens 

To  provide  materials  on  opposing  sides  of  controversial 
issues  so  that  your  citizens  may  develop,  under  guidance, 
the  practice  of  critical  reading  and  thinking 

To  provide  materials  representative  of  the  many  religious, 
ethnic,  and  cultural  groups  and  their  contributions  to  our 
American  heritage  and  world  civilization 

To  place  principle  above  personal  opinion  and  reason  above 
prejudice  in  the  selection  of  materials  of  the  highest 
quality  in  order  to  insure  a  comprehensive  collection 
appropriate  for  the  users  of  the  library 

Materials  will  be  chosen  in  terms  of  developing  the  objectives 
of  education  and  reflecting  the  philosophy  of  the  District,  the  individual 
schools,  the  locale  and  type  of  community.  School  level  placement  will  be 
carefully  considered  in  terms  of  realistic  in-school  need  or  use,  both  in 
terms  of  curriculum  use  and  community  acceptance  of  such  placement.  The 
selection  of  instructional  materials  will  be  based  on  the  following 
specific  criteria: 


!• 


(continued) 
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ARTICLE  6  -  INSTRUCTION 

milOSOPHY  OF  MATERIALS  SELECTION  (Continued) 


1.  Efficiency  and  effectiveness  of  the  medium 

2.  Quality  and  accixracy  of  content 

3.  Objectivity  of  viewpoint 
h.  Literary  style  and  quality 

5.  Authenticity  of  authorship 

6.  Over-all  technical  and  physical  quality 

7.  Correlation  of  the  material  with  the  curriculum 

8.  Suitability  to  the  maturity  level  of  the  student 

9.  Specific  need  and  use  for  the  material  in  the  classroom 
10.  The  need  to  replace  obsolete  materials  or  to  add  new 

materials  in  any  subject  field 

Re-evaluation 

A  continuing  program  of  re-eval\iation  will  be  maintained 
in  order  to  eliminate  obsolete,  superseded,  or  worn-out  materials. 

In  the  event  there  is  any  prote  t  regarding  recommended  or 
adopted  material,  criticism  of  such  materials  should  be  directed  in 
writing  to  the  Superintendent  of  Schools, 

The  statement  must  specify  the  item  objected  to  and  also  the 
exact  nature  of  the  objection  being  made.  The  statement  must  be  signed, 
dated,  and  identification  given.  The  material  being  questioned  will  be 
re -evaluated  by  the  appropriate  committee  or  committees  and  a  reply, 
in  writing,  will  be  sent  within  sixty  (6o)  days  to  the  person  who 
originated  the  objection. 

Positive  values  of  truth,  interpretation,  and  vitality  will 
outweigh  any  phrase,  passage,  or  incident  that  offends. 

Withdrawal 

Withdrawal  of  any  materials  will  be  based  on  their  not  meeting 
the  criteria. 

Materials  which  make  a  contribution  to  the  curriculum  from 
either  historical  or  contemporary  points  of  view  will  be  retained  as  long 
as  they  are  useful,  or  can  be  replaced. 

(continued) 
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ARTICLE  6  -  INSTRUCTION 

.  miLOSOPHY  OF  MATERIALS  SELECTION  (Continued) 
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Certain  classics  never  grow  old  and  will  be  retained 
regardless  of  date.  These  are  materials  that  students  should  not 
miss  as  they  progress  from  grade  to  grade. 


reasons: 


I 


Materials  will  be  withdrawn  from  use  for  the  following 


1. 

2. 


k. 

5. 
6. 

7. 
8. 

9. 


They  no  longer  contribute  to  the  ciirriculum 

They  are  no  longer  suitable  for  the  maturity  level 

of  the  students 

They  are  of  mediocre  literary  quality  and  can  be 

replaced  by  more  recent  better  material 

They  contain  inaccurate  facts 

They  contain  unsuitable  presentation  of  sex 

They  contain  political  propaganda 

They  are  out-of-date 

They  are  out-of-print 

They  are  for  teachers  professional  use  only 


and  usable 


Keeping  the  instructional  materials  collections  up-to-date 
is  a  continuous  responsibility  of  the  .professional  staff. 


"Materials  Selection  Policy" 
adopted  by  the  Board  of  Education 
Febrroe-ry  1,  I966  (Resol.  No.  62-1S3) 
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ARTICLE  6  -  INSTRUCTION 

MULTICULTURAL  EDUCATION 


RESOLVED:   It  shall  be  the  policy  of  the  Board  of  Education 
to  provide  comprehensive  multicultural  education  through  coordination 
of  existing  services  and  involvement  of  administrative  and  on-site  staff. 
This  multicultural  education  will  stress  the  importance  of  understanding 
and  appreciating  the  unique  characteristics  and  contributions  of  diverse 
ethnic  groups  including  Black,  Chinese,  Filipino,  Japanese,  Latino,  Native 
American,  and  Samoan  within  the  context  of  the  recognition  of  a  plural- 
istic society. 

FURTHER  BE  IT  RESOLVED:   That  in  the  implementation  of  the  policy  on 
multicultural  education,  the  Superintendent  is  directed  to  set  forth  guide- 
lines including  a  precise  timetable  and  to  designate  overall  coordination 
means  including  the  requesting  of  necessary  funding.   Bimonthly  reports 
to  the  Board  are  to  be  made  on  the  implementation  of  this  resolution. 


Resolution  #311  -  27A1 
Approved  11/27/73 
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ARTICIiE  6  -  INSTRUCTION 

SCHOOL  CALENDAR   ,  ' 

» 

1.  General  Provisions.  During  the  fall  semester,  a  school 
calendar  for  the  succeeding  school  year  shall  be  prepared 
by  the  Superintendent  and  adopted  by  the  Board  of  Educa- 
tion. It  shall  provide  for  a  school  year  of  approximately 
180  days,  to  open  the  week  of  Labor  Day  and  to  close 
approximately  June  I5.  The  school  calendar  shall  be 
published  in  the  Newsletter  compiled  by  the  Office  of 
Educational  Information,  in  the  official  School  Directory, 
and  in  the  Salary  Schedule.   It  shall  designate  the 
official  holidays,  other  special  days  when  pupils  are 

not  required  to  attend  school,  and  vacation  periods. 

2.  Holidays .  Every  day  appointed  by  the  President  of  the 
United  States  or  the  Governor  of  California  for  a  public 
holiday  shall  be  observed.  Whenever  any  holiday  desig- 
nated in  the  school  calendar  falls  on  Sunday,  the 
following  Monday  shall  be  observed  as  a. holiday.  *When- 
ever  any  holiday  designated  in  the  school  calendar  falls 
on  Saturday,  the  preceding  Friday  shall  be  observed  as  a 
holiday. 

The  Board  of  Education  may  declare  a  holiday  in  the 
schools  whenever  good  reasons  exist  thereof. 


*Pursuant  to  Education  Code  §5201 
amended  by  Chapter  656,  Stats.  I968. 

Approved  Board  of  Education 

Resolution  91-8S2  adopted  January  8,  I969. 

Ref:  Memo  of  Understanding  1975/76 
1976-76  Calendar 

The  1975-76  calendar  shall  be  that  to  be  adopted  by  the  Board 
provided  that  the  calendar  shall  include  January  30,  1976,  as  a 
day  for  individual  teacher  planning. 
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ARTICLE  6  -  INSTRUCTION 

CHILDREN'S  CENTERS  CALENDAR 

The  children's  centers  operate  on  a  year  round  basis.  The 
number  of  days  varies  from  253  to  255.  The  centers  are  closed  on 
Saturdays,  Sundays,  and  the  following  holidays: 

Independence  Day 

Labor  Day 

Veterans '  Day 

Thanksgiving  Day 

Christmas  Day 

New  Year's  Day 

Washington' s  Birthday 

Memorial  Day 

Whenever  any  of  these  holidays  occurs  on  Sunday,    the 
follow^ing  Monday  shall  be  observed  as  a  holiday. 

Ref:       1974/75       Negotiations  -  Calendar  249  days,    additional 

holidays:    Admission,    Columbus  Day,    Day  af te  r  Thanksgiving, 
Martin  Luther  King's  birthday,    Lincoln's  birthday. 

Ref:       1975/76        Negotiations   -  Pre -Kindergarten.      Pre-Kindergarten 

teachers   shall  have  the   same  calendar  as   that  covering  elementary, 
junior  and  senior  high  school  certificated  employees. 


Revised:     Resolution  #58-1735,   August  17,    1965 
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ARTICLE  6  -  INSTRUCTION 

THE  SCHOOL  DAY 

Time  Schedule .  The  principal  shall  enforce  the  time  schedule 
prescribed  for  the  school.  He  shall  keep  on  file  In  his  office  a  copy 
of  the  dally  program  of  each  teacher,  specifying  the  subjects,  grades, 
and  hours. 

The  minimum  school  day  for  teachers  is  six  clock  hours,  in 
addition  to  the  lunch  period. 

The  Superintendent  is  authorized  to  change  time  schedules  for 
the  schools  whenever  necessary.  Upon  the  approval  of  the  Superintendent, 
special  classes  may  be  scheduled  before  the  opening  or  after  the  closing 
of  the  regular  school  day. 

1.  Elementary  Schools 

*Startlng  times  of  instruction  will  vary  from  school  to  school. 

(a)  Regular  School  Day 

Kindergarten;  l8o  minutes 

Grades  1-2;  250  minutes 

Grade  3 ;  26o  minutes 

Grades'"^  -  6:  300  minutes 


*Board  of  Education  Resolution  No.  l8-19S-g  3  adopted 
September  8,  1971. 


(b)  The  Inclement  Day  ^ 
When  inclement  weather  renders  the  school  groimds 
unsuitable  for  use  at  the  noon  intermission  and 
when  the  building  has  no  adequate  space  for  recrea- 
tion purposes,  the  principal  may  shorten  the  noon 
period  and  close  the  afternoon  session  20  minutes 
earlier  than  the  regular  time  for  dismissal. 
Parents  shall  be  informed  of  school  procedure 
followed  for  inclement  day  session. 

Afternoon  kindergarten  sessions  will  start  early 
on  inclement  days  so  that  the  kindergarten  pupils 
may  be  dismissed  with  the  other  children, 

(c)  Minimum  School  Days 
Minimum  days  are  held  in  the  elementary  schools  on 
the  last  two  days  of  the  school  term  and  on  any 
other  day  authorized  by  the  Superintendent.  A 
minimum  day  must  meet  the  requirements  of  a 
statutory  or  an  apportionment  day  as  defined  in 

)  the  Education  Code.  Parents  must  be  notified  in 

advance  when  minimtmi  days  are  to  be  held. 

(continued) 
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ARTICLE  6  -  INSTRUCTION 

THE  SCHOOL  DAY  -  Elementary  Schools  (continued) 

Time  allotments  for  minimum  days  are  as  follows: 

Single  session  kindergarten  -  l8o.  minutes 

including  recess 

Double  session  kindergarten  -  I50  minutes 

including  recess 

Grades  1,  2,  and  3  -  200  minutes  exclusive  of  recess 

Grades  h,   5,  and  6  -  2^0  minutes  exclusive  of  recess 

2.  Secondary  Schools 

(a)  Junior  High  Schools 

The  regular  day  for  the  junior  high  schools  opens 
at  8:30  A.M.  and  closes  3:00  P.M. 

(b)  Senior  High  Schools 

The  regular  school  day  for  the  senior  high  schools 
opens  at  8:U5  A.M.  and  closes  at  3:00  P.M. 

(c)  J(dm  0' OwaiiellScdiool  of  Tedmology 

The  regular  school  day  for  John  O'Connell 
School  of  Technology   -      opens  at  8:15  A.M. 
and  closes  at  2:k'J  P.M. 

(d)  The  noon  intermission  for  the  secondary  schools 
is  between  35  and  i<-0  minutes. 

(e)  Minimum  School  Days 

The  principal  is  authorized  to  draw  up  time 
schedules  for  minimum  days  authorized  by  the 
Superintendent,  in  accordance  with  the  pro- 
visions of  the  Education  Code. 
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All  teachers  regularly  assigned  to  a  school  shall 
be  at  their  respective  classrooms  or  other  places  of  service 
as  directed  by  the  principal  at  least  fifteen  minutes  before 
the  regular  opening  of  school.   Teachers  must  remain  on  duty 
until  the  regular  closing  of  the  school  unless  directed  other- 
wise by  the  Superintendent  or  excused  by  the  principal'.   The 
principal  may  excuse  a  teacher  in  cases  of  emergency  for  not 
more  than  one  hour  without  salary  deduction,  but  the  principal 
must  provide  coverage  for  the  class. 

Teachers  are  in  the  service  of  the  school  during 
the  full  school  day,  except  that  each  full-time  teacher  is 
entitled  to  a  duty-free  thirty  minute  lunch  period  as  provided 
by  law. 

Teachers  having  hours  not  occupied  with  regular 
teaching  service  may  be  assigned  to  special  duties  by  the 
principal  for  such  hours. 

Certificated  employees  assigned  to  full-time  duties 
other  than  teaching  shall  be  required  to  serve  a  minimum  of 
thirty-five  hours  per  week,  exclusive  of  lunch  period. 
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ARTICLE  6  -    INSTRUCTION 

REqiJIRED  SERVICE  -  CHILDREN'S  CENTER  EMPLOYEES 

All  teachers  regularly  assigned  to  a  children's  center  shall  be 
at  their  respective  centers  as  directed  by  the  head,  teacher,  and  they 
must  remain  on  duty  until  the  end  of  their  scheduled  assignments  unless 
otherwise  instructed.  No  teacher  shall  begin  preparation  for  leaving  the 
center  at  the  end  of  her  assignment  until  the  children  under  her  charge 
have  been  taken  over  by  another  teacher. 


I 
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ARTICLE  6  -  INSTRUCTION 

SCHOOL  YARD  CONTROL  -  ELEMENTARY  SCHOOLS 

Unless  otherwise  directed  by  the  principal,  the  school  yard 
shall  be  opened  by  the  janitor  at  8:30  a.m.,  and  shall  be  closed  by  him 
at  4:30  p.m.  Classrooms  shall  be  opened  at  8:^5  a.m.  by  the  class 
teacher.  There  shall  be  adequate  supervision  of  the  playing  area  at 
all  times  during  which  children  are  in  the  yard  participating  in  activi- 
ties under  the  jurisdiction  of  the  public  schools,  with  assignments  made 
by  the  principal.  A  minimum  of  one  certificated  employee  shall  be 
required  to  supervise  the  activities  of  pupils  in  school  yards. 

Pupils  are  not  permitted  on  the  school  premises  unless 
authorized  by  the  principal. 

OPENING  OF  SCHOOL  YARD  GATES* 

All    school  yard  gates   shall  remain  unlocked  during  times 
that  school  is  not  in  session  at  the  discretion  of  the  individual  site 
administrator. 


1961  P6114 
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ARTICLE  6  -    INSTRUCTION  -     CHILDREN'S  CENTERS 

SCHOOL  YARD  CONTROL   -  -  CHILDREN'S  CENTERS 

Children's  centers  in  all  locations,   including  those  in 
elementary  schools,   shall  be  opened  at  7:00  a.m.,   and  shall  be  closed 
at  6:00  p.m.     There  shall  be  adequate  supervision  of  the  play  areas 
at  all  times  during  which  children  are  in  the  centers  participating 
in  activities  under  the  jurisdiction  of  the  school  district. 

Children  are  not  permitted  on  center  premises  unless 
authorized  by  the  head  teacher. 
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ARTICLE  6  -  INSTRUCTION 

DRILLS  FOR  EMERGENCY 

As  directed  by  the  Fire  Department,  the  principal  shall  hold 
fire  drills  in  which  all  pupils  and  teachers  shall  be  required  to  leave 
the  building  in  an  orderly  manner,  without  talking  or  disturbance.  The 
principal  shall  time  all  such  drills  and  keep  on  file  a  record  of  the 
date  and  hour  of  each  drill. 

SAFE  TY  PLANNING 

Each  principal  be   required  to  instruct  all  school  personnel  on 
his  staff  of  their  role  in  the   school  plan.     Appropriate  on-site  disaster 
drills  involving  students  and  school  personnel  be   conducted  (with  follow-up 
evaluation)  in  each  school.     Instruction  in  disaster  preparedness  and 
response  to  be  given  all  students,    and  all  parents  be  given  appropriate 
information  to  follow  in  event  of  disaster  involving  the  schools. 
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ARTICLE  6  -  IWSTRUCTIOW 

DRILLS  FOR  EMERGENCY-  CHILDREN'S  CENTERS 

Fire  drills  shall  be  carried  out  in  accordance  with  established 
school  district  policy,  except  that  additional  drills  may  be  initiated  at 
the  discretion  of  the  Children's  Centers  Division  during  periods  when 
regular  schools  are  not  in  session  to  insure  the  safety  and  protection 
of  the  children  in  the  centers  at  all  times. 


» 
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Date:Augu3t2.5.    1976 


The  Emergency  Operations  Plan  dated  July,    1973, 
revised  in  accordance  with  Resolution  No.    31-9S-p  3,    be  adopted 
by  the  Board  of  Education  for  the  San  Francisco  Unified  School 
District. 

The  Board  of  Education  does  hereby  express  its  commit- 
ment  to  the  assignment  of  high  priority  during  forthcoming  budget 
reviews  to  the  allocation  of  the  $137,  000  recommended  for  effective 
implementation  and  administration  of  the  program  by  the  School 
District's  Steering  Committee  for  Emergency  Services  and 
approved  by  the  Mayor's  Office  of  Enaergency  Service  and  the  San 
Francisco  Emergency  Medical  Care  Committee. 

The  San  Francisco  Board  of  Education  reaffirms  its 
support  for  a  revision  of  the  Emergency  Operations  Plan  to  meet 
the  needs  cited  by  the  San  Francisco  Medical  Society. 

Every  effort  shall  be  made  to  seek  city,    state  and  federal 
funds  for  this  purpose. 


HISTORY /AUTHORIZATION 
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ARTICLE  6  -  INSTRUCTION 

ORGANIZATION  OF  INSTRUCTIONAL  PROGRAM 

1.  Unified  Program.  The  educational  service  of  this  district 
shall  be  organized  and  maintained  as  a  unified  program  of  instruction, 
to  be  operated  as  a  single  system  under  the  direction  of  the  Superinten- 
dent; though  unified  in  its  organization,  it  shall  be  diversified  in  its 
offerings  in  terms  of  the  education  needs  of  the  community  and  of  the 
times;  continuous  progress  through  the  system  shall  be  possible  for  any 
student  in  terms  of  needs,  efforts,  and  capabilities. 

2.  Organization.  The  instructional  program  of  the  district 
shall  provide  instruction  suited  to  and  open  to  all  legally  eligible  to 
attend  school  in  the  district;  except  for  special  types  of  instruction, 
the  program  shall  be  arranged  in  units  commonly  designated  as  grades, 
each  grade  representing  a  year's  work;  and  it  shall  be  organized  into 
schools  or  other  administrative  units  as  follows: 

a.  Kindergarten  instruction  for  children  beginning  at 
k   years,  9  months  as  of  September  2  and  February  2 

b.  Elementary  schools  for  children  beginning  at  age 

5  years,  9  months  as  of  September  2  and  February  2 

c.  Junior  High  Schools 

d.  Senior  High  Schools,  including  Continuation  education 


$ 


Special  classes  and  schools  for  those  with  special 
instructional  needs,  who  cannot  profit  by  the  regular 
classes  and  schools 

The  Board,  at  its  discretion,  shall  provide  other  services 
such  as  Child  Care  and  after- school  recreational  programs. 

3.   Instructional  Arrangements. 

a.  Formation  of  New  Classes.  Hereafter  no  new  classes 
shall  be  formed  in  the  schools  of  this  department 
after  the  end  of  the  sixth  week  of  each  school  term, 
except  in  regvilar  day  schools,  and  there  only  when 
additional  classes  are  necessitated  by  increased 
enrollments. 
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ARTICLE  6  -  INSTRUCTION 

ORGANIZATION  OF  INSTRUCTIONAL  PROGRAM  (continued) 

Ta.  Grade  Organization. 

(1)  The  elementary  school  shall  comprise  grades 
one  through  six. 

(2)  The  junior  high  school  shall  comprise  grades 
seven,  eight,  and  nine,  and  such  special,  or 
retarded  students  below  the  seventh  grade  as 

may  be  recommended  by  tka.  AaadLatlUCt  Su|wriataadMlt» 
P»>fe08io3ml  and  Pv^dl  Personxaa  SorvlM  QlTLaioQ, 
wLth  tho  AppromL  of  the  Assistaoeb  Svqp*rint«nd«at, 

S«ooiMlKry  DlvislcRx. 

(3)  The  senior  high  school  shall  comprise  ^  ades 
ten,  eleven,  and  twelve. 
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ARTICLE  6  -    INSTRUCTION 

CHILDREN'S  CENTERS   -  FUNCTION 

The  function  of  the  children's  centers  is  to  provide  educa- 
tional supervision,  health  care,  and  nutrition  for  young  children 
whose  mothers  must  work.  The  nursery  school  curriculum,  based  upon 
principles  and  practices  of  nursery  education,  is  designed  to  meet  the 
needs  of  children  from  two  years  to  kindergarten  age.  For  children  in 
the  school-age  centers,  the  curriculum  is  designed  to  reinforce  and 
extend  the  education  acquired  by  the  children  in  home  and  classroom  so 
as  to  help  them  to  participate  effectively  in  a  democratic  society. 
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The  Board  accepts  the  principle  that  the  schools  exist 
for  the  children,    the  community,    the  state,    and  the  nation;  and 
because  the  educational  needs  of  all  these  groups  are  continuously 
changing,    the  program  of  instruction  naust  change  correspondingly; 
accordingly,    the  concept  of  change  must  be  applied  in  the  admin- 
istrative structure  and  the  system  of  controls  and  directions 
throughout  the  school  system  to  make  the  purpose,   program, 
structure,    and  management  of  the  school  system  dynanaic  as 
opposed  to  fixed  and  static. 
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The  Public  Schools  in  San  Francisco  are  entrusted  by 
the  citizens  of  this  City  and  County  with  the  responsibility  of 
providing  programs  of  good  quality  offering  equal  opportunity  in 
education  for  all  students. 

These  educational  programs  are  to  be  designed  to  increase 
student  competencies,    skills  and  abilities  through  the  development 
of  student- citizen  democratic  responsibility,   vocational  skills, 
career  knowledge,    and  personal  intellectual  growth. 

The  schools  must  be  so  governed  and  directed  to  increase 
student  proficiency  in  the  following  areas: 

I,     Citizenship- -Democratic  Responsibility 

1.  Respect  for  worth  and  dignity  of  others.     Understanding 
and  accepting  cultural  differences.  ; 

2.  Ability  to  live  and  work  in  harmony  with  others, 

3.  Development  of  attitudes  of  esteem  and  loyalty  for 
our  country  and  its  institutions,     an   understanding 
of  its  history  and  the  changing  structure  and  role  of 
these  institutions  and  a  desire  to  participate  in 
improving  them. 

4.  Understanding  of  democratic  processes  through  which 
this  nation  is  self- governed. 

II,       Intellectual  Development 

1.  An  understanding  gained  through  the  study  of  the  social 
and  behavioral  sciences  of  how^  people  and  societies 
function  individually  and  in  groups, 

2.  An  understanding  of  the  culture  of  nnan,    human 
achievement  in  the  sicences,    arts  and  the  humanities. 

3.  Academic  fitness  and  preparation  for  continued  education. 
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4.     Mastery  at  measurable  levels  of  the  basic  skills  of 
reading,    spelling,    writing,    mathematics  and  oral 
communication,    and  decision  making  and  problem 
solving. 

III.      Vocational  and  Economic  Competence- -Development  of 
Basic  Skills  for  Vocational  Success 

1.  Acquisition  of  saleable  vocational  skills. 

2.  Acquisition  of  manual  skills  and  knowledge  necessary 
for  job  entry. 

3.  Acquisition  of  skills  and  knowledge  necessary  for 
intelligent  consumer  practice. 

IV.     Physical  and  Mental  Health- -Development  of  Attitudes 
and  Practices  Necessary  for  Emotional  Well  Being  and 
Physical  Health 

Provide  each  student  with  experience  that  will  promote 
lifelong  enjoyment  of  his  leisure  time. 
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ARTICLE    6  -  INSTRUCTION 

Statement  of  philosophy  for  special  education 
programs  and  services 

The  San  Francisco  Unified  School  District  should  provide 
the  fullest  possible  opportunities  to  meet  the  educational 

needs  of  all  handicapped  minors,    regardless  of  economic  or  social 

status,    race,    religion,    or  abilities. 

Although  all  children  have  common  needs  for  which  it  is 
the  duty  of  the  family,    the  community  and  the  public  schools  to  provide, 
some,    with  educational,  mental  or  physical  handicaps  have  particular 
needs  which  require   special  consideration. 

It  is  the  responsibility  of  the  San  Francisco  Unified 
School  District  to  identify  as  early  as  possible  those  children  with 
problems  which  interfere  with  learning,    and  to  provide  services  and 
programs  which  offer  diagnosis,    remediation,   education,    training  and 
counselling. 

To  that  end  of  providing  the  best  education  possible,    programs 
for  handicapped  '  hildren  will  be  organized  as  a  part  of  the  total  edu- 
cational program,    located  and  operated  in  regular  schools  and  as  a 
part  of  regular  classes  whenever  feasible,    or  in  special  classes  or 
buildings  provided  with  necessary  space  and  equipment. 

Services  and  programs  shall  be  continuous  throughout  the 
handicapped  child's  school  life  and  shall  be  aimed  at  achieving  inde- 
pendent and  productive  living  as  an  adult. 


Adopted:      Resolution  #1J4-15A6,   April  15,    1971 
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ARTICLE  6  -  INSTRUCTION 

BILINGUAL  POLICY  STATEMENT 

Goal  -    Recognizing  that  we  live  in  a  multi -lingual  and  multi -cultural 
country,    it  is  the  policy  of  the  SFUSD  to  respect  and  nurture  the  language 
and  cluture  of  each  individual  student  while  preparing  him  for  participation 
in  a  predominantly  English  speaking  society.     In  order  to  provide   the  student 
the  necessary  learning  skills,    the  emphasis  of  the   Bilingual  Program  shall 
be  on  the  acquisition  of  English  (listening,    speaking,    reading,    and  writing) 
with  concurrent  retention  and  development  of  his  native  language  and 
culture. 

Respect  of  First  Language  and  Culture  -   The  native  language  and  culture 
of  the  individual  must  be   respected  and  focused  on  wherever  valid  and 
meaningful  to  the  student's  development.      English  and  the  American  cul- 
ture must  be  added  to  and  not  replace  the  existing  first  language  and 
culture  of  the  student.     In  this  process,    the  student's  acquisition  of  a 
new  language  and  culture  must  not  be  allowed  to  separate  him  from  his 
family  and  community. 

Students  Served  -  The   Bilingual  Program  shall  be  designated  to  serve  a 
variety  of  student  needs.      The  native-born  student  as  well  as  the  foreign- 
born  student  who  need  help  in  the  acquisition  of  English  skills  should  be 
able  to  benefit  from  the  program.      English  speaking  students  who  wish 
to  benefit  from  the  other  language  and  cultural  component  of  the  Bilingual 
Program  should  be  encouraged  to  participate. 

Bilingual  Instruction  -    As  the  student  is  dependent  upon  language  for  the 
acquisition  of  knowledge  and  skills  in  content  areas  such  as  the  social 
sciences,   mathematics,    and  the  natural  sciences,    instruction  should  be 
provided  in  these  areas  in  the   student's  native  language  until  he  is  able 
to  function  in  an  English  oriented  setting.      The  student  must  also  be 
offered  an  opportunity  for  a  continuing  development  of  his  first  language 
and  culture  at  all  grade  levels. 

Developmental  Program  -    To  accomplish  these  goals,    the   Bilingual 
Program  shall  provide  a  developmental  educational  program  for  all  its 
students.      This  developmental  program  must  provide  a  progression, 
linking  and  interfacing  of  levels  for  student  advancement.      Nowhere  in 
the   system  should  the  student  be  allowed  to  feel  or,    in  fact,    be   "locked 
in"  to  the  program. 

-  continued  - 
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ARTICLE  6  -  INSTRUCTION 

BILINGUAL  POLICY  STATMENT  (continued) 

Screening  and  Placement  -  Each  student  entering  the  program  shall 
be  given  an  initial  screening  for  proper  placement.      The  result  of  that 
screening  will  be  the  beginning  of  a  personalized  approach  to  his  edu- 
cational growth.     In  determining  levels  within  the  program,   measurable 
objectives  must  be  stated  and  a  program  of  testing  these  objectives 
defined  and  implemented. 

The  student  should  then  be  able  to  move  upward  through  the  integrated 
levels  of  the  program  at  his  own  pace  toward  independence  in  the  edu- 
cational system. 

Administration  -     To  accomplish  its   objectives  the  administration  of  the 
Bilingual  Program  shall 

1.  coordinate  all  bilingual  programs,    kindergarten  through 
twelfth  grade,    and  provide  liaison  with  post  high  school 
programs  to  allow  the  student  to  reach  his  academic 
potential  without  interruption. 

2.  develop  staffing  guidelines  and  be  responsible  for  the 
recommendation  for  hiring  of  all  personnel  under  its 
own  jurisdiction  consistent  with  the  policies  of  the 
Personnel  Division  of  the  SFUSD. 

3.  establish  procedures  for  the  assessment  of  language 
needs  of  all  entering  students  for  whom  English  is  not 
a  first  language. 

4.  provide  mandatory  preservice  and  inservice   training 

as  an  ongoing  part  of  the  Bilingual  Program  and  include 
community  awareness  ,   human  awareness  ,    cultural 
awareness,    language  teaching  theory,    language  teaching 
classroom  practice  and  screening  and  evaluation  teeh- 
niques  and  procedures. 

5.  work  in  cooperation  with  a  community  advisory  committee. 

-  continued  - 
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ARTICLE  6  -  INSTRUCTION 

BILINGIIAL  POLICY  STATEMENT  (continued) 
That  all  the   present  methods  of  instruction  for  non  and  limited- 
English  speaking  students  be  evaluated  and  be  improved  to 
comply  with  the  Master  Plan;  and 

That  the  Latino  Assessment  Center  be  accepted  as  an  integral 
part  of  the  Bilingual-Bicultural  Assessment  Plan;  and 

That  every  effort  be  made  to  maximize  state  and  federal  funds 
to  supplement  the  District's  effort  in  implementing  the  Master 
Plan  for  Bilingual-Bicultural  Education;  and 

The  plan  for  implementation  shall  include  prospective  time 
lines  for  attainment  of  measurable  goals  in  the  development  of 
curriculum,    the  employment  of  objective  test  instruments,    the 
assignment  of  students,    and  the  full  utilization  of  District 
bilingual  teachers.      That  on  or  before  May  15,    197  5  the  Super- 
intendent provide  the   Board  with  necessary  data  to  implement 
the  Master  Plan  by  September  197  5. 


Adopted:  Resolution  #23-l6S-g  5,  April  6,   1972  P  6l21o3 
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ARTICLE    6  -  INSTRUCTION 

BILINGUAL  TASK  FORCE 

The   currently  established  Bilingual  Advisory  Committee  will  reconstitute 
a  Task  Force  for  Bilingual  Education,    and  each  member  of  the  Board 
of  Education  may  designate  a  citizen  to  participate  on  the   Task  Force. 

The   Task  Force  is  charged  to  work  in  concert  with  the  Superintends  nt's 
office  in  developing  a  Master  Plan  for  Bilingual  Education  and  additional 
techniques  for  other  linguistics  problems  and  study  of  any  techniques 
available  with  special  emphasis  being  given  to  designing  a  program  in 
response  to  the  Lau-Nichols  decision. 


Adopted:     Resolution  #l;$-liiA5,  May  lU,  197U 
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The  Master  Plan  entitled  "A  Master  Plan  for  Bilingual- Bicultural 
Education  in  the  San  Francisco  Unified  School  District"  as  submitted 
by  the  Center  for  Applied  Linguistics  and  the  Citizens'   Task  Force 
on  Bilingual  Education  (dated  February  25,    1975,    and  in  four  volumes: 
parts  1  and  2,    part  3a,    part  3b  and  part  4)  was  approved  with  the 
following  additions  or  revisions: 

That  a  top  priority  of  the  District,    along  w^ith  reading,    shall 
be  the  providing  of  instruction  in  English  to  non- English  and 
limited- English  speaking  students,    utilizing  bilingual-bicul- 
tural  techniques  with  the  major  language  groups  and  ESL 
techniques  with  the  other  language  groups;  and 

That,    for  the  present,    the  duties  and  responsibilities  described 
in  the  Master  Plan,    as  they  pertain  to  administrators,    be 
assumed  by  present  members  of  the  staff;  and 

That  in  all  references  to  the  Community  Council,    it  should  be 
understood  that  all  members  will  be  appointed  by  the  Board 
of  Education  and  that  the  function  of  this  Citizens  Committee 
will  be  advisory  in  nature;  and 

That  references  to  expansion  of  staff  be  held  in  abeyance  until 
the  capacity  of  the  present  staff  to  be  held  responsible  for 
operation  of  the  Master  Plan  is  fully  assessed; 
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This   school  district  is  concerned  with  the  particular  needs 
of  its   special  education  children  within  the  larger  frame- 
work of  the  common  needs  of  all  children.      The  particular 
educational  and  emotional  needs  of  gifted  children,    often 
grouped  within  special  education,    merit  equal  attention. 

It  is  the  responsibility  of  the  San  Francisco  Unified 
School  District  to  identify  as  early  as  possible  all  gifted 
children.      Their  full  intellectual  development  requires 
differentiated  learning  experiences  at  advanced  levels 
and  accelerated  pace.      It  is  the  responsibility  of  this 
district  to  provide  services  and  programs  for  the  range 
of  individual  needs  from  identification  and  diagnosis 
through  remediation,    where  necessary,    to  appropriate  edu- 
cation and  counselling. 

These  services  and  progranns  will  be  continuous  throughout 
the  gifted  child's  school  life  and   shall  be  aimed  at  developing 
independent,    productive  and  creative  adults. 

To  provide  the  best  education  possible,    programs  for  gifted 
children  will  be  organized  as  a  part  of  the  total  educational 
program  and  located  ^vhere  gifted  children  w^ill  be  able  to 
attend.      Because  no  one  educational  program  can  meet  the 
diverse  needs  of  gifted  children,    this  district  will  provide 
program  options  in  selected  schools,    each  featuring  the 
essential  elenaents  of  a  strong  college-aimed  education  and 
also  the  unique  faculty-designed  elements  'which  enhance  the 
exceptional  talents  and  interests  of  gifted  children.      The 
gifted  child  and  parent  will  have  the  option  of  selecting  the 
type  of  gifted  program  that  is  best  suited  to  the  individual  child. 

A  sizable  number  of  academically  able  and  high  potential  children 
can  benefit  fronn  inclusion  in  the  gifted  program.      Since  state 
funds  are  categorical  aid  funds,    limited  to  use  for  legally  identi- 
fied gifted  children  only,    the  district  shall  allocate  its  own  funds 
to  cover  the  costs  of  any  additional  children  ■who  participate  in 
gifted  programs. 
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All  pupils,  teachers,  and  other  employees  of  the 
school  system  shall  pay  respect  to  the  national  flag  and  to 
the  "Star  Spangled  Banner"  when  it  is  played  or  sung  during 
ceremonies. 

The  Pledge  of  Allegiance  shall  be  recited  by  pupils 
daily  in  the  schools,  and  it  shall  be  the  responsibility  of 
the  assistant  superintendent  in  each  of  the  respective 
divisions  to  provide  administrative  procedure  therefor. 
However,  no  pupil  shall  be  required  to  salute  the  flag  when 
refusal  is  based  upon  conscientious  objection.   A  pupil  who 
has  a  conscientious  objection  to  saluting  the  flag  shall 
submit  a  statement,  signed  by  the  parent  and  presented  each 
term  to  the  principal  of  the  school,  requesting  excuse  from 
said  patriotic  daily  activity,  the  objection  to  be  a  consci- 
entious one  and  within  full  understanding  of  the  parent  or 
legal  guardian. 
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ARTICLE  6  -   INSTRUCTION 

•  THE  TEACHER 

The  Boeird  of  Education  recognizes  that  all  regulations  governing 
the  schools  must  help  to  provide  a  sound  program  of  instruction  and  to 
guarantee  the  welfare  of  children,  and  it  recognizes  the  teacher  as  a 
key  person  in  providing  these  services. 

The  teacher  is  responsible  to  the  principal,  under  whose 
direction  the  laws  of  the  State  of  Csilifornia  affecting  education  and 
the  policies  and  regulations  of  the  San  Francisco  Unified  School 
District  shall  be  enforced. 

In  carrying  out  his  responsibilities,  the  teacher  shall 

1.  Prepare  and  present  materials  of  instruction  appropriate 
to  the  grade  level  or  subject  and  plan  a  suitable  program 
of  instruction  in  keeping  with  the  course  of  study  being 
followed. 

2.  Maintain  pupils'  records  and  submit  reports  as  required. 

3.  Maintain  discipline  conducive  to  the  well-being  of  both 
the  group  and  the  individual  student. 

h.     Maintain  a  healthful  classroom  environment. 

5.  Carry  out  a  continuing  program  of  safety,  being  constantly 
alert  to  hazardous  conditions  of  materials,  equipment,  and 
physical  properties  of  the  school,  and  reporting  any  such 
conditions  immediately  to  the  principal. 

6.  Care  for  and  conserve  all  school  properties,  textbooks, 
and  supplies. 

7.  Supervise  the  conduct  of  all  pupils  to  insure  the  general 
welfare  of  the  school  and  the  pupils.   (Pupils  during  their 
travel  to  and  from  school  and  during  recess  and  noon  periods 
are  subject  to  the  control  of  school  authorities.  Teachers 
shall  cooperate  in  carrying  out  this  responsibility. ) 

8.  Participate  in  and  supervise  student  activities  within  or 
outside  the  classroom  as  directed  by  the  principal. 

9.  Inform  parents  of  the  progress  of  their  children  in  matters 
pertaining  to  their  scholastic  achievement  and  conduct; 
inform  parents  when  conferences  with  school  personnel  are 
advisable. 

(continued) 

P6123 


I 


-2- 
Policy  Manual  P  6126 

ARTICLE  6  -  INSTRUCTION 

THE  TEACHEJl  (continued) 

10.  Participate  in  staff  meetings  called  by  the  principal 
or  other  officers  of  the  school  district. 

11.  Use  official  channels  for  the  conduct  of  school  business. 

12.  Maintain  acceptable  personal  standards  of  citizenship 
and  professional  ethics  and  appropriate  personal  appear- 
ance and  g2Xioming. 

The  teacher  is  also  expected  to  meet  the  standards  set  forth 
in  Administrative  Regulation  R  4ll7,  "Evaluation  of  Teaching  Services," 
approved  by  the  Superintendent's  Personnel  Committee. 


» 
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ARTICLE  6  -  INSTRUCTION 

THE  TEACHER  -  CHILDREN'S  CENTERS* 

The  teacher  in  the  children's  centers  is  responsible  to  the 
head  teacher,  under  whose  direction  the  laws  of  the  State  of  California 
affecting  child  care  centers  and  the  policies  and  regulations  of  the 
San  Francisco  Unified  School  District  shall  he  enforced. 

In  carrying  out  her  responsibilities,  the  teacher  shall 

1.  Plan,  under  direction  of  the  head  teacher,  a  suitable 
program  of  activities  within  the  framework  of  the 
philosophy,  goals,  and  standards  established  for  the 
child  care  centers. 

2.  Maintain  pupil  records  and  submit  reports  as  required. 

3.  Maintain  discipline  compatible  with  the  philosophy  of 
the  child  care  program  and  conducive  to  the  well-being 
of  both  the  group  and  the  individual  child. 

h.     Maintain  a  healthful,  attractive  classroom. 

5.  Carry  out  a  continuing  program  of  safety  within  the 
classroom  and  on  the  playground,  being  constantly 
alert  to  hazardous  conditions  of  materials,  equipment, 
and  physical  properties  which  may  endanger  children 
and  reporting  any  such  conditions  immediately  to  the 
head  teacher. 

6.  Report  at  once  any  injury  or  sudden  or  acute  illness 
of  a  child  or  employee  in  the  center  to  the  head 
teacher  or  staff  member  delegated  to  act  in  her  place. 

7.  Care  for  and  conserve  all  school  properties  and 
records  allotted  to  her.   (Upon  transfer  or  termination 
of  her  employment,  all  such  materials  are  to  be  jretained 
in  the  center. ) 

8.  Supervise  the  conduct  of  all  children  in  the  center, 
other  than  those  under  her  immediate  direction,  as  may 
be  required  or  as  directed  by  the  head  teacher. 

9.  Work  in  cooperation  with  parents  in  matters  pertaining 
to  the  conduct  and  progress  of  their  children,  as  well 
as  attend  and  participate  in  parent  group  meetings. 

10.  Work  in  cooperation  with  the  head  teacher  at  all  times, 
seeking  assistance  and  direction  if  problems  arise. 

(continued) 
^Revised:  Resolution  #58-1755,  August  17,  1965 
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ARTICLE  6  -  INSTRUCTION         u 

THE  TEACHER  -  CHILDREN'S  CENTERS  (Continued) 

11.  Participate  in  staff  meetings  called  by  the  head  teacher 
or  other  supervisory  staff  members. 

12.  Work  toward  self- improvement  through  continuing  study, 
conferences  with  head  teacher,  participation  in  profession- 
al activities,  and  acceptance  of  constructive  advice  from 
administrators  regarding  the  performance  of  her  work. 

13.  Notify  the  head  teacher  and  child  care  central  office  at 
once  of  change  of  name,  address,  or  telephone. 

ik.      Notify  the  heaxi  teacher  or  children's  center,  central  office 
promptly  in  case  of  absence  or  incapacity  to  serve. 

15.  Arrive  promptly  and  in  time  to  prepare  teaching  assign- 
ments and  leave  the  center  only  after  departure  prepara- 
t  ions  are  completed  at  the  conclusion  of  her  day' s  work. 
(Frequent  or  habitual  tardiness  shall  be  considered 
neglect  of  duty;  teachers  shall  be  reported  to  the 
Director  by  the  head  teacher  when  tardy  a  total  of  three 
or  more  times  in  any  one  month.  In  the  event  of  emergency 
or  delay  in  arrival  of  another  teacher,  she  is  expected 

to  remain  with  her  group  of  children. ) 

16.  Engage  only  in  center  activities  while  on  duty.   (Personal 
business,  phone  calls,  work  on  salary  committees,  and 
letter  writing  shall  not  be  engaged  in  during  school  hours. ) 

17.  Maintain  acceptable  personal  standards  of  citizenship  and 
professional  ethics  and  appropriate  personal  appearance 
and  grooming. 

18.  Contribute  to  the  maintenance  of  high  staff  morale  by 
loyalty  to  her  center,  her  colleagues,  and  her  profession 
and  by  willing  and  cooperative  effort  in  carrying  out  her 
duties. 
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ARTICLE  6  -  INSTRUCTION 

GRADUATION  KEQUTREMENTS  -  GENERAL 

As  a  condition  to  graduation,  students  must  show  evidence  of 
good  character  and  citizenship  euid  must  complete  satisfactorily  a 
program  of  general  and  specific  requii*ements  as  follows: 

General  Requirements 

Graduation  from  high  school  shall  require  the  completion  in 
grades  10,  11,  and  12  of  not  less  than  I50  and  not  more  than  I90 
semester  periods  of  supervised  learning  activity,  including  permissive 
work  experience.  Five  semester  periods  of  daily  instruction  in  health 
and  physical  education  or  in  ROTC  are  a  required  part  of  the  student's 
program  each  semester  throughout  his  high  school  attendance. 

A  high  school  course  may  be  completed  in  a  period  shorter  or 
longer  than  the  usTxal  three  years  beyond  the  ninth  grade.  A  student 
who  completes  150  semester  periods  beyond  the  ninth  grade  and  meets 
all  specific  requirements  established  herein  in  less  than  three  years 
may  elect  to  continue  in  attendance  until  he  completes  three  years. 
A  student  who  completes  I50  semester  periods  beyond  the  ninth  year  and 
who  meets  all  specific  requirements  at  the  conclusion  of  his  three 
ye€u:s  may  continue  longer  in  school  only  at  the  discretion  of  the 
principal,  but  in  no  case  beyond  the  completion  of  I90  semester  periods, 

A  ninth  year  student  who  has  eaamed  a  minimum  of  50  semester 
periods  of  work  prescribed  for  the  ninth  yeax   is  eligible  for  tenth 
year  status,  but  if  he  has  failed  in  either  semester  of  ninth  year 
English,  he  must  complete  prior  to  graduation  30  semester  periods  of 
English,  including  what  he  has  completed  in  the  ninth  year. 

All  subjects  in  which  a  student  has  been  enrolled  during  his 
ninth  year  are  to  be  recorded  as  a  part  of  his  permanent  high  school 
record. 

(See  specific  requirements  for  graduation  P  6124.1) 

For  the  period  of  changeover  to  annual  promotion  in  the 
secondary  schools,  1969-197ii,  the  Superintendent  of  Schools  is  author- 
ized to  modify  the  existing  policies  of  the  Board  of  Education  relating 
to  the  requirement  for  graduation  from  high  school.  Any  modifications 
must  compl^  with  all  provisions  of  Title  5  of  the  California  Administrative 
Code  ("Graduation  of  Pupils  from  grade  12  and  credit  toward  graduation"). 
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AETICLE  6  --  INSTRUCTION 

SPECIFIC  REQUIKEJyiENTS,  SENIOR  HIGH  SCHOOL  GRADUATION 

1.  Four  semesters  of  English  (20  semester  periods)  in  grades 
10,  11,  and  12,  with  the  additional  provision  that  six  semesters  of 
English  shall  be  required  for  college  preparatory  students.   (The  prin- 
cipal of  a  high  school  has  the  right  to  reduce  this  requirement  to  no 
fewer  than  four  semesters  for  those  students  whose  program  needs  and 
scholastic  standing  justify  such  an  exception. ) 

2.  Effective  with  students  who  enter  the  tenth  grade  in  the 
fall  semester,  19^2,  four  semesters  of  social  studies  (20  semester  per- 
iods) taken  in  and  scheduled  for  grades  10,  11,  and  12,  which  shall 
include  10  semester  periods  of  instruction  specified  in  the  State  Educa- 
tion Code  in  American  history,  emphasizing  American  institutions  and 
ideals  and  California  history,  and  10  semester  periods  of  instruction 
in  American  government,  emphasizing  principles  of  the  Constitution  and 
the  Declaration  of  Independence  and  the  principles  of  state  and  local 
government  under  the  Constitution  of  this  state.   Students  entering  the 
tenth  grade  earlier  than  fall,  19^2,  must  complete  15  semester  periods 
under  this  requirement. 

3.  Two  semesters  (lO  semester  periods)  of  laboratory  science 
shall  be  required  in  grades  10,  11,  and  12. 

k.      Students  who  are  not  able  to  meet  established  standards 
of  proficiency  in  arithmetic  at  designated  test  periods  shall  be  required 
to  take  remedial  work  in  this  subject  necessary  to  meet  such  standards; 
the  establishment  of  these  standards  is  a  function  of  the  office  of  the 
Superintendent.  Credit  earned  will  be  counted  toward  graduation. 

5.  A  unit  of  driver  education  (classroom  instruction)  shall 
consist  of  not  fewer  than  30  classroom  periods,  with  credit  of  not  less 
than  one-third  of  5  semester  periods. 

6.  Instruction  in  health  and  physical  education  (or  ROTC) 
shall  be  required  daily  during  each  semester  of  school  attendance.  Only 
5  semester  periods  of  such  instruction  may  be  taken  for  credit  for  any 
one  semester. 

H-".  •cT':-'-.  It  !"ill  be  th-^  xr^l^'-^y  of   the  San  Fri^ntlaco 
Board  of  Education  to  implement  the  provisions,  effective  September  1, 
1976,  of  Education  Code  Sections  8572  and  8702,  as  amended  by  Chapter 
80  (Senate  Bill  16)  to  permit  permanent  exemption  from  courses  in 
physical  education  to  pupils  who  have  reached  their  l8th  birthday; 
(2)  and  who  are  I6  years  of  age  or  older  and  have  enrolled  in  the  10th 
grade  for  one  academic  year  or  longer. 

-  continued  - 
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ARTICLE  6  -  INSTRUCTION 

SPECIFIC  REQUIREMENTS,  SENIOR  HIGH  SCHOOL  GRADUATION  (Continued) 

The  Board  of  Education  directs  the  Superintendent,  as 
required  in  the  simendments  to  Section  857?  and  8702,  to  develop  and 
offer  a  variety  of  elective  physical  education  courses  to  pupils  in 
Grades  11  and  12  who  are  exempt  from  required  physical  education  courses. 

It  is  the  policy  of  the  Board  to  carry  out  the  provisions 
of  the  amendments  to  sections  8572  and  8702  which  prohibit  pupils  so 
exempted  from  enrolling  in  fewer  total  hours  of  courses  and  classes 
if  they  elect  not  to  enroll  in  a  physical  education  course  than  they 
would  have  attended  if  they  had  not  so  elected;  and 

The  Principal  of  any  High  School,  who  so  desires,  may 
implement  the  provisions  of  SB  I6  oma  pilot  basis  during  the  Spring 
Semester  starting  February  1,  1976. 


7.  Proficiency  in  swimming  as  established  under  Board  of 
Education  policy  is  required. 

8.  A  special  interest  field  (other  than  PE  or  ROTC)  as 
described  below  is  required. 

Thirty  semester  periods  shall  be  required  for  the 
completion  of  a  special  interest  field  in  the  field  of  English, 
where  U5  semester  periods  shall  be  required  and  in  the  field  of  social 
studies,  where  Uo  semester  periods  shall  be  required.   Specific 
sub.jects  required  elsewhere  for  graduation  may  be  counted  in  a  special 
interest  field.   Credit  not  in  excess  of  10  semester  periods  earned 
in  the  ninth  grade  that  belong  to  a  special  field  shall  be  counted 
toward  the  completion  of  this  requirement. 

The  pattern  of  subject  matter  comprising  a  special 
interest  field  must  meet  with  the  approval  of  the  office  of  the 
Superintendent . 

9.  The  Board  of  Education,  in  accordance  with  the  pro- 
visions of  section  857U  of  the  Education  Code,  adopts  the  following 
minimum  academic  standard  for  graduation  from  high  school.   (These 
standards  are  from  pages  6  and  7  of  Appendix  B  of  Proposed  Graduation 
Requirements  prepared  by  the  Office  of  Program  Evaluation  of  the 
State  Department  of  Education. ) 


-  continued  - 
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ARTICLE  6  -  INSTRUCTION 


P   6124.1 


SPECIFIC  REQUIRia«ENTS,  SENIOR  HIGH  SCHOOL  GRADUATION 
(continued) 


Skill 


Competency  Level 


i 


Reading  Can  read  and  comprehend  the 

daily  newspaper 


Can  read  and  comprehend  in- 
structions on  voting  machines 


Can  read  and  understand  short 
forms  of  income  tax 


Writing  Can  fill  out  a  job  application 


Can  write  instructions  for  com- 
pleting a  job 


Can  carry  on  personal  cor- 
respondence 

Spelling  Can  spell  correctly  all 

words  on  a  basic  list 


Can  spell  words  in  own  writing 
vocabulary 


Performance  Indicators 

Given  a  local  newspaper,    can 
read  and  repeat  the  essence  of 
lead  article  on  page  1 

Given  the  instructions  for 
operating  a  voting  machine,    can 
correctly  carry  out  procedures 

Given  sample  set  of  required 
information,    can  correctly 
complete  a  short  form  income 
tax  return 

Given  a  job  application,    can 
fill    it  out  accurately  and  legibly 

Given  a  simple  sequence  of  tasks, 
can  write  instructions  for  some- 
one else  to  follow  to  complete  the 
job 

Given  hypothetical  situation,    can 
write  appropriate  letter  to  a  friend 

Given  a  standard  vocabulary  or 
word  list  orally,    can  write  each 
word,   correctly  spelled 

Given  a  topic,    can  write  a  para- 
graph and  spell  correctly  all 
words  used 


Can  use  dictionary  to  find  and 
check  spelling 


Given  a  dictated  paragraph,    can 
write  and  spell  all  words  cor- 
rectly using  dictionary  to  check 
work 


(c  ontinued) 
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ARTICLE  6  -  INSTRUCTION 

SPECIFIC  RiSQUIKJSMENTS,  SENIOR  HIGH  SCHOOL  GRADUATION  (continued) 


Skill  Competency  Level 

Speaking  Can  give  verbal  directions 
to  get  from  one  location  to 
anothe  r 


Performance  Indicators 

Upon  request,    can  give  clear 
directions  to  get  to  another 
location  involving  three  or 
more  turns 


Can  respond  to  questions  in 
job  interview 

Can  express  views  to  others 


Listening       Can  understand  and  respond 
to  verbal  directions 

Can  understand  different 
points  of  view  expressed  at  a 
public  meeting 


Can  distinguish  between 
fact,    opinion  and  propaganda 


Basic  Computational  Skills 


Given  a  hypothetical  situation, 
can  role -play  a  job  interview 

Given  a  controversial  topic,  can 
express  views  to  another  person 
or  group 

Given  a  set  of  instructions,   can 
follow  them  accurately 

After  attending  a  city  council 
meeting  where  a  subject  is  being 
discussed,    can  summarize  the 
different  positions  presented 

After  listening  to  a  sales  pitch 
for  a  product,    can  identify  fact, 
opinion  and  propaganda 


The  pupil  should  be  able  to  perform  the  computational  tasks   required  in 
everyday  living. 


Skill 


Competency  Level 


Add-Sub-       Has  memorized  basic  facts 
tract-Multi-of  addition,    subtraction 
ply-Divide     and  multiplication  and 
division  up  to  12 


Performance  Indicators 

When  given  a  problem  of  any  basic 
math  operation,    with  numbers  of 
12  or  below,    can  solve  without 
pencil  or  paper 


Can  compute  with  pencil  and  When  given  a  problem  of  any  basic 

paper,    problems  involving  math  operation,    can  compute,   usinj 

each  of  the  four  basic  operations     pencil  and  paper 


-  continued  - 
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ARTICLE  6  -  INSTRUCTION 

SPECIFIC  RliQUIHaffiWTS,  SENIOR  HIGH  SCHOOL  CSIADUATION     (continued) 


Skill 

Problem 
Solving 


Competency  Level 
Can  make  change 


Can  check  utility  bills 


Performance  Indicators 

When  given  the  price  of  an  item 
and  the  amount  presented  in  pay- 
ment,   can  compute  the  difference 
and  give  the  appropriate  change 

Given  the  price  per  unit  and  the 
number    of  units,    can  compute 
total  bill 


Can  reconcile  bank  statements 
and  checkbook 


Given  a  bank  statement,    can- 
celled checks  and  checkbook, 
can  make  the  bank  statement 
and  the  checkbook  balance 


Can  identify  the  lowest  unit 
cost  from  several  choices 


Given  the  price  and  size  of 
several  similar  items,   can  de- 
termine which  will  be  the  lowest 
unit  cost. 


(See  WORK  EXPERIENCE  CREDIT,  P  6l2lt.2) 


Adopted:     Resolution  #211-2733,  November  27,  1962 

Amended:     Resolution  #U5-lUlO,  as  amended  by  #U5-28A9,  May  28,  197U 

Amended:     Resolution  #5l2-l6Sp  3,  January  6,  1976 
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ARTICLE  6  -  INSTRUCTION 

GRADUATION,  WORK  EXPERIENCE 


Credit  for  permissive  work  experience  may  be  granted  "by  the 
principal  on  the  basis  of  stipulations  approved  by  the  State  Board  of 
Education  (Education  Code  Sections  8351-8357). 

1.  The  pupil  must  be  regularly  eroxilled  in  school. 

2.  Supervision  by  a  teacher,  coordinator,  or  supervisor 
shall  be  provided. 

3.  Credit  towai'd  graduation  may  be  awarded  upon  the  same 
basis  as  prescribed  for  school  subjects  by  the 
California  State  Board  of  Education,  provided  that  an 
evaluation  or  appraisal  of  the  pupil's  progress  has 
been  made. 


1961 
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ARTICLE      6  -  INSTRUCTION 


P6124.  3 


SECTION 


CHRISTMAS  WORK  EXPERIENCE 


Page    1    of      1 

^^ - 


Senior  high  school  students  enrolled  in  business  courses 
may  be  excused  frona  regular  school  classes  one  week  preceding  the 
Christmas  vacation  in  order  to  work  in  San  Francisco  business 
establishments,    provided  that  their  school  work  justifies  their- 
release  and  that  they  have  the  necessary  approval  of  parent  or 
guardian,    teachers,,    and  principal. 


HISTORY /AUTHORIZATION 

1961 

Adopted:     Resolution  #011-1A2,    November  1,    I960 


San  Francisco  Unified  School  District' 
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ARTICLE  6  -  INSTRUCTION 

ROTC  AND  SWIMMING  -  PHYSICAL  EDUCATION 

1.  ROTC  Suitable  Course  in  Physical  Education 

The  regular  high  school  course  of  study  in  military 
science  and  tactics  (ROTC)  now  in  effect  in  the  San  Francisco  Unified 
School  District  shall  constitute  a  suitable  course  in  physical 
education  in  accordance  with  the  provisions  of  Section  8157  of  the 
State  Education  Code. 

2.  Svimmlng  Regulation  -  Physical  Education  and  ROTC 

Swimming  is  prescribed  as  a  regular  i)art  of  the  junior 
and  senior  high  school  physical  education  curriculum  for  both  boys  and 
girls  and  is  also  Included  in  the  ROTC  curriculum.  Such  work  is  to 
be  taken  by  all  pupils  except  those  excused  by  principals  on  a 
physician's  recoratnendatlon  or  at  the  request  of  their  parents,  pupils 
in  schools  so  located  as  to  make  access  to  swimming  pools  inrpractical 
during  the  school  day,  and  those  pupils  able  to  pass  the  elementary 
American  Red  Cross  Swimming  Test. 
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ARTICLE  6  -  INSTRUCTION 

EXTRA-CLASS  ACTIVITIES  -  ATHLETICS,  SECONDARY  SCHOOLS 

1.  General  Provisions.  All  athletic  activities,  wherever 
held,  when  conducted  under  the  name  or  auspices  of  a  school  or  of  any- 
class  or  organization  of  a  school,  shall  be  conducted  under  the  super- 
vision of  the  principal  of  that  school. 

Only  certificated  employees  of  the  School  District  may 
coach  or  give  instruction  to  classes,  teams,  or  individuals  engaged 
in  athletic  pursuits. 

2.  Requirements  for  Overnight  Trips. 

a.  The  Superintendent  is  authorized  to  approve  such  trips. 

b.  The  principal  must  submit  a  written  request  to  the 
Superintendent  at  least  seven  days  prior  to  the  date 
of  the  trip. 

c.  In  the  written  request,  the  principal  must  assure 
the  Superintendent  that  the  following  conditions 
have  been  met: 

(1)  Parents  or  guardians  of  the  students  making  the 
trip  have  given  their  approval  in  writing. 

(2)  Students  will  be  under  proper  faculty  supervision 
at  all  times. 

(3)  Transportation,  housing,  and  food  have  been 
adequately  provided  for  and  meet  accepted 
standards  for  a  student  group. 

d.  Overnight  trips  should  be  kept  to  a  minimum;  such 
trips  should  contribute  to  the  educational  growth 
of  the  students. 
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The  Board  of  Education  recognizes  the  importance  of 
utilizing  community  resources  in  the  instructional  processes; 
however,    in  authorizing  the  Superintendent  to  establish  regulations 
for  the  utilization  of  community  resources,    it  is  understood  that 
interruption  of  planned  classroom  instruction  should  be  kept  to  a 
minimum.      The  requests  of  organizations  and  persons  for  school 
participation  in  outside  activities  shall  be  processed  by  a  staff 
committee  appointed  by  the  Superintendent. 
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After  consideration  of  agreements  signed  with  the 
Negotiating  Council  and  with  the, San  Francisco  Federation 
of  Teachers,  and  based  upon  early  estimates  of  K-12  teacher 
needs,  it  is  anticipated  that  approximately  900  teachers 
will  be  required  to  implement  a  program  of  reducing  class 
size   and  providing  for  planning  periods  for  all  such  teachers. 
With  this  in  mind,  and  because  of  the  limitations  placed  on 
the  School  District  due  to  fiscal,  recruitment  and  programming 
concerns,  the  Superintendent  is  recommending  that  this  pro- 
gram be  implemented  over  a  3  year  period,  or  300  additional 
teachers  each  year  starting  in  1968-69. 

The  following  guiding  principles  are  recommended  as  a 
means  of  (a)  reducing  class  size  based  on  maximvim  class  size 
and  maximum  teacher-student  contact  periods  per  week  by  grade 
levels  and  (b)  providing  for  planning  periods. 

1.   That  the  School  District  implement  the  following 
class-size  maximums  whereever  space  is  available: 

(a)  In  low-achieving  schools,  class  size  shall  be 
no  larger  than  25  on  the  elementary  level  and 
28  in  general  academic  classes  on  the  secondary 
level. 

(b)  In  all  other  schools,  classes  shall  be  no 
larger  than  32  on  the  elementary  level  and  32 
on  the  secondary  level  in  general  academic 
classes. 

(c)  The  above  limits  may  be  exceeded  only: 

(1)  For  demonstrated  lack  of  space.   This 
implies  that  adjacent  non-school  building 
activities  have  been  fully  explored  for 
lease  or  purchase. 

(2)  For  specialized  or  experimental  instruction, 
which  will  enhance  the  educational  programs. 
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2.   That  the  School  District  will  implement  the  follow- 
ing student  contacthhours  wherever  space  is  not 
available  to  achieve  themmaximum  class  size  limits 
above  and  to  further  individualize  instruction  and 
to  ultimately  lower  class  size  below  the  above 
limits  as  space  permits: 

(a)  Elementary: 

(1)  465  student  contact  hours  per  week  - 
Kindergarten  (180-min.) 

(2)  600  student  contact  hours  per  week  - 
Grades  1  &  2 

(3)  625  student  contact  hours  per  week  - 
Grade  3 

(4)  750  student  contact  hours  per  week  - 
Grades  4,  5,  and  6 

(b)  Secondary: 

(1)  750  student  contact  hours  per  week  for  all 
academic  subjects  (excepting  English)  and 
for  commercial  courses  in  the  secondary 
schools,  grades  7-12. 

(2)  625  student  contact  hours  per  week  for 
English  in  the  secondary  schools,  grades 
9-12,  with  the  understanding  that  this 
class  size  will  be  applicable  to  all  English 
classes  in  grades  7  and  8  as  soon  as  building 
space  permits. 

(3)  700  student  contact  hours  per  week  for  non- 
academic  subjects  (exclusive  of  physical 
(education)  in  the  secondary  schools,  grades 
7-12. 

(4)  925  student  contact  hours  per  week  for 
physical  education  classes  in  the  secondary 
schools,  grades  7-12. 

(c)  In  low-achieving  classes,  the  maximum  student 
contact  hours  shall  be  reduced  by  20%. 


.«   _    .    ......  ^  .   .  p^-  ^  •  .       -  continued 
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(d) 


Where  a  traditional  classroom  situation  is 
maintained,  the  following  maximum  class  size 
will  result  at  the  end  of  the  three-year  period 
from  the  application  of  the  student  contact 
hours  formula : 


Kindergatten 
Grades  1-2 
Grade  3 
Grades  4.-6 

High  School 


-  31  pupils 

-  24  pupils 

-  25  pupils 

-  30  pupils 


( 180-minutes ) 


Academic  Subjects,  except  English  -  30  pupils 
English  -  25  pupils 

Physical  Education  -  37  pupils 

Other  non-academic  subjects       -  28  pupils 

Low-achieving  classes  shall  be  defined  as  follows: 


Grades  K-6  50% 
Junior  High  50% 
Senior  High  50% 


12  months  below  grade 
18  months  below  grade 
24  months  below  grade 


In  order  to  implement  the  recommended  programs  of  reduction 
in  class  size  and  to  provide  for  planning  periods,  there  will 
be  a  3  year  "phasing-in"  program.   During  the  first  year  a 
total  of  300  additional  teachers  will  be  employed: 


1.  to  reduce  class  size  on  the  basis  of  the  1967 
space  utilization  study  in  general  academic  classes 
and  for  specialized  or  experimental  instruction, 
which  will  enhance  the  educational  program. 

2.  to  enable  secondary  school  teachers  to  have  a 
planning  period. 

3.  to  provide  for  teacher-specialists  in  elementary 
schools,  which  in  turn  will  make  it  possible  to 
provide  planning  periods  for  upper  grade  elementary 
school  teachers.   In  implementing  this  part  of  the 
program,  each  grade  level  will  be  progressively 
phased  in.   Where  it  is  more  practical  in  terms  of 
effective  use  of  staff  time  within  a  single  building, 
planning  time  shall  be  provided  for  more  than  one 
grade  level. 
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In  implementing  the  program,  priority  will  be  given  to 
schools  where  space  is  available  or  which  have  special  needs. 
Provision  will  be  made  for  securing  additional  space  by 

1.  particioning  large  classrooms  into  smaller  teaching 
areas  whenever  possible. 

2.  acquisition  of  and/or  transfer  of  portable  buildings. 

3.  seeking  neighborhood  facilities  which  can  serve  as 
teaching  stations,  and  finally  by 

4.  initiating  a  request  for  Bond  issue. 

It  is  understood  that  in  the  absence  of  space,  consideration 
will  be  given  to: 

1.  employing  teachers  to  serve  as  co-teachers,  associate 
teachers,  term  teachers  or  special  teachers 

2.  introducing  the  zero  period  and/or  extended  day  at  the 
secondary  level. 

3.  scheduling  of  classes  during  an  additional  lunch  period 
in  secondary  schools. 

4.  planning  of  additional  creative  approaches  to  the 
problem  of  reducing  class  size  or  pupil-teacher  contacts. 

The  actual  district-wide  class  averages  are  subject  to 
the  following  two  conditions: 

1.  The  freeze  on  hiring 

2.  The  effect  of  an  enrollemt  increase  beyond  that  used 
for  budgetary  purposes 


HISTORY /AUTHORIZATION 

Adopted:   Resolution  #84-16Al,  April  16,  1968 
Amended:   Memorandum  of  Understanding,  1972-73 


San  Francisco  Unified  School  District' 


i 


SECTION 


BOARD  OF  EDUCATION  POLICY 


ARTICLE       6  -  INSTRUCTION 


FORMULA  FOR  ASSIGNMENT  OF  TEACHERS: 
ELEMENTARY  GRADES  AND  KINDERGARTEN 


P     6131 


Page     1    of     2 


Kindergarten 

One  teacher   should  be  assigned  until  31  children  have 
been  enrolled.     When  such  enrollment  has  been  reached,    a  second 
teacher  may  be  assigned.      Three  teachers  may  be  assigned  when 
the  enrollment  reaches  63.      Four  teachers  may  be  assigned  when 
the  enrollment  reaches  94. 

Kindergarten  teachers  have  a  prime  teaching  responsi- 
bility for  one  180  minute  session.     In  addition  to  this  responsibility, 
kindergarten  teachers'  duties  may  include,    but  are  not  limited  to 
the  following. 

(a)  Planning  and  preparing  for  instructional  programs. 

(b)  Preparing  instructional  materials. 

(c)  Conducting  parent  conferences. 

(d)  Making  home  visits  where  necessary. 

(e)  Preparing  naaterials  for  an  individual  instructional 
program. 

(f)  Evaluating  instructional  materials. 

(g)  Visiting  with  Pre-kindergarten  and  Head  Start 
Programs. 

(h)     Visiting  other  kindergartens  in-and-out  of  the  District. 

(i)      Displaying  children's  w^ork. 

(j)     Articulating  kindergarten  programs  with  first  grade 

programs, 
(k)      Preparing  growth  record  cards. 
(1)      Relieving  another  kindergarten  teacher  for  the  20 

minutes  duty-free  period, 
(m.)     Attending  kindergarten  workshop, 
(n)     Testing  kindergarten  children. 


Grade  1  through  6 


1.  Grade  1  -  one  teacher  for  24  pupils. 

2.  Grade  2  -  one  teacher  for  24  pupils. 

3.  Grade  3  -  one  teacher  for  25  pupils. 

4.  Grade  4  -  one  teacher  for  30  pupils. 

5.  Grade  5  -  one  teacher  for  30  pupils. 

6.  Grade  6  -  one  teacher  for  30  pupils. 
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Special  Day  Classes 

Regulations  pertaining  to  the  size  of  certain  special 
day  classes  shall  be  in  conformity  with  the  provisions  of  the 
State  Education  Code  and  Administrative  Regulations. 


HISTORY /AUTHORIZATION 

Adopted:      Resolution  #34-23A2,    April  23,    1963 
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FORMULA  FOR  TEACHER  ASSIGNMENT  -  JUNIOR  HIGH  SCHOOLS 

1.  In  junior  high  schools  with  an  enrollment  of  1100  or  more 
pupils  the  basic  number  of  credentialed  personnel  shall  be  determined  by- 
dividing  the  enrollment  by  29;  in  junior  high  schools  with  an  enrollment 
of  fewer  than  1100,  the  divisor  shall  be  27.  These  divisors  shall  be 
applied  after  the  total  enrollment  for  each  school  has  been  reduced  by 
12  students  for  each  adjustment  teacher  assigned  to  that  school. 

2.  In  addition  to  this  basic  allotment  of  credentialed 
personnel  and  to  the  prescribed  allotment  of  teacher  time  to  counseling 
and  guidance  functions,  there  shall  be  allowed  administrative  and  special 
services  as  follows : 

a.  Principal,  full  time. 

*  b.  Twii  assistant  principals. 

**  c.  Two  Head  Counselors. 

d.  One  librarian  in  junior  high  schools  with  an  enroll- 
ment of  1500  or  less;  those  junior  high  schools  having 
an  enrollment  of  more  than  1500,  two  librarians. 

***  e.  Teacher  time  assigned  to  audio- visual  aids  not  more 
than  two  periods. 

f .  Teacher  time  assigned  to  social  chairmanship  not 
more  than  half  time. 

g.  Teacher  time  assigned  to  special  classes,  such  as 
sight  conservation,  speech  correction,  adjustment, 
Americanization,  etc. 

h.  Teacher  time  assigned  to  other  special  duties 
authorized  through  Board  action. 

****  3.  All  full  tiHK  teachers  shall  have  assigned  duties  for  six 
clock  hours  per  day.  These  assigned  duties  shall  consist  of  classroom 
teaching  assignments  or  authorized  equivalents,  such  as  counseling  and 
approved  administrative  work  and  special  services  and  duties.  The  princi- 
pal, at  his  discretion,  may  assign  occasional  preparation  periods  to  a 
teacher,  but  in  no  case  may  a  teacher  be  assigned  more  than  one  prepara- 
tion period  per  day. 

=!<*>;=*>;=  4,  The  principal  of  the  school  shall  have  the  authority  and 
responsibility  to  apply  the  provisions  of  this  formula  within  his 
school  under  the  direction  and  with  the  approval  of  the  Assistant 
Superintendent,  Junior  High  Schools. 

(continued)  - 
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ARTICLE  6  -  INSTRUCTION 

FORMULA  FOR  ASSIGNMENT  OF  TEACHERS 
JUNIOR  HIGH  SCHOOLS      (continued) 
******    5.    Counseling  Allowances. 

a.  1  Head  counselor  to  each  junior  high  school. 

b.  27  Teachers  for  entire  junior  high  division  to  act  as 
assistant  head  counselors. 

c.  Teacher  counselors  for  each  junior  high  school  in  the  ratio 
of  one  teaching  period  for  each  130  pupils  enrolled. 

(*),    (**),(***),    (***>:<),    (»»>|o:»!c)^    (>;oK» »>!»:<)  _  Additions  and  corrections 

*  2.(b)       In  I968,    with  the   reorganization  of  site  administration,    all 

Junior  High  Schools  were  allocated  three   (3)  Assistant  Principal 
positions.      During  1975-76  budget  deliberations  an  agreement 
was  reached  to  reduce  this  number  to  two  (2)  by  not  filling 
vacancies  as  they  occur. 

**  (c)       Approved  Board  of  Education  9/26/72 

Resolution  #29-26A2 

***  (e,f)    These  positions  were  deleted  through  the  budgetary  process 

and  have  never  been  restored, 

****     3^  By  Board  resolution  (1974)  44-9-Sp  1  all  full-time  teachers 

were  granted  a  preparation  period. 

*****4.  By  Board  adoption  of  the  Superintendent's  Central  Office 

Reorganization  plan,    the  correct  title  is  "Assi  stant  Superintendent, 
Secondary  Division,  " 

******5.(a)     During  the  1968  reorganization  cited  in  2.  (b)  above,   each  school 
was  allocated  two  (2)  Head  Counselors. 

(b)  These  positions  have  been  reduced  to  ten  (10)  positions  with  the 
establishment  of  the  additional  Head  Counselor  positions  cited  above. 

(c)  As  per  the  1971  Strike  Settlement  agreement  to  reduce  counseling 
loads  a  formula  of  estimated  enrollment  divided  by  105,    carried 
to  two  decimals;  and  then  divided  by  5  and  reported  to  the  nearest 
multiple  of  0.  20  has  been  used. 
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FORMULA  FOR  TJJlACHEH  ASSIGNMEJMT  -  SENIOR  HIGH 

1.  In  senior  high  schools  with  an  enrollment  of  1500  or  more 
pupils  the  basic  number  of  credentialed  personnel  shall  be  determined  by- 
dividing  the  enrollment  by  29j  in  senior  high  schools  with  an  enrollment 
of  fewer  than  1500,  the  divisor  shall  be  27.  These  divisors  shall  be 
applied  after  the  total  enrollment  for  each  school  has  been  reduced 
by  12  students  for  each  distributive  education  and  adjustment  teacher 
assigned  to  that  school. 

In  addition  to  this  basic  allotment  of  credentialed  personnel 
and  to  the  prescribed  allotment  of  teacher  time  to  counseling  and  guid- 
ance functions,  there  shall  be  allowed  administrative  and  special  services 
as  follows: 

a.  Principal,  full  time. 
*b.  Two  assistant  principals,  full  time  each. 

c.  One  librarian  in  senior  high  schools  with  an  enroll- 
ment of  1500  or  less;  those  senior  high  schools 
haAring  an  enrollment  of  more  than  I5OO,  two  librarians. 

d.  Teacher  time  assigned  to  departmental  head.ship  duties, 
one  period  per  school  day  to  each  appointed  department 
head. 

e.  Teacher  time  assigned  to  school  publications,  not  more 
than  two  periods  per  school  day. 

>:<*  f .  Teacher  time  assigned  to  social  chairmanship,  not  more 
than  half  time. 
***  g.  Teacher  time  assigned  to  audio-visual  aids,  not  more 
than  half  time, 
h.  Teacher  time  assigned  to  special  classes  such  as 
sight  consei-vation,  speech  correction,  adjustment, 
Americanization,  etc. 
*'''**i.  Two  Head  Counselors 
*****  2.  All  full  time  teachers  shall  have  assigned  duties  of  six 
clock  hours  per  day.  These  assigned  duties  shall  consist  of  classroom 
teaching  assignments  or  authorized  equivalents,  such  as  counseling  and 
approved  administrative  work  and  special  services  and  duties.  The  princi- 
pal, at  his  discretion,  may  assign  occasional  preparation  periods  to  a 
teacher,  but  in  no  case  may  a  teacher  be  assigned  more  than  one  prepara- 
tion period  per  day. 

******  3.  ROTC  officers  and  non-commissioned  officers  are  assigned  by 
the  Professor  of  Military  Science  and  Tactics  to  schools  maintaining 
ROTC  units.  These  officers  are  not  included  in  the  estimate  of  teachers 
allotted  to  a  school  under  the  formula. 

*******  k.     The  principal  of  the  school  shall  have  the  authority  and 
responsibility  to  apply  the  provisions  of  this  formula  within  his 
school  under  the  direction  and  with  the  approval  of  the  Assistant 
Superintendent,  Senior  High  Schools. 
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ARTICLE  6  -  INSTRUCTION 

FORMULAS  FOR  ASSIGMSNT  OF  TEACHERS- SENIOR  HIGH  SCHOOLS  (continued) 

5.  Counseling  Allowances: 

>i<>io|o;<*>ic*>i<  a.  One  head  counselor  to  each  senior  high  school. 

b.   Seventeen  teachers  for  the  entire  senior  high  school 
division  to  act  as  assistant  head  counselors. 

>ioi<**>i;;;<>;o;<>;=  ^^     Teacher  counselors  for  each  senior  high  school  in  the 
ratio  of  one  teaching  period  for  each  13O  persons 
enrolled. 

>;«i<*«>ioi<>K5;<*>ic  5^   Samuel  Gompers  High  School  Teacher  allotment: 

In  the  Samuel  Gompers  High  School  the  "basis  for  a  teaching 
position  shall  be  approximately  25  pupils  on  roll  daily. 

(*)  >  (  *  *  )  ,  (  *  *  *  )   (  *  *  *  *  )  .  (  *  *  *  *  *  )  >  (  *  *  *  *  *  *  )  >  (  *  '■'  *  *  *  *  *  )  I  (  *  *  *  *  *  >;;»»)  ^  (»;:;»>|c»»»»»)^ 

(>;»;<>l<>;»;<>l<>!»',c»>:c)     _    Additions  and  Corrections 

*  l.(b)   In  1968,    with  the  reorganization  of  site  administration,    all 

Senior  High  Schools  were  allocated  three  (3)  Assistant 
Principal  positions. 

**  (f)     These  positions  were  deleted  through  the  budgetary  process 

and  have  never  been  restored. 

***  (g)    These  positions  were  deleted  through  the  budgetary  process 

and  have  never  been  restored. 

****  (i  )  Approved  Board  of  Education  9/26/72,    Res.    No.    29-26A2 

j;o!=*>;o;<  2.  By  Board  Resolution  (1974)  44-9Sp  1,   all  full-time  teachers 

were  granted  a  preparation  period. 

*5K*«>:c>;c  3_  The  1966-67  Salary  Schedule  for  certificated  personnel  was 

amended  by  the  addition  of  the  following  section: 
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ARTICLE  6  -  INSTRUCTION 

FORMULAS  FOR  ASSIGNMENT  OF  TEACHERS -SENIOR  HIGH  SCHOOL    (continued) 

Additions  and  Corrections   (contd.  ) 

*****='"■=       4.       By  Board  adoption  of  the  Superintendent's  Central  Office 

Reorganization  plan  the  correct  title  is  "Assistant  Superintendent, 
Secondary  Division,  " 

*****>;«;;*     5^  (a,)   During  the  1968  reorganization  cited  in  1.  (b),   each  school  was 
allocated  two  (2)  Head  Counselors. 

*****>;<>:;>:<>:;       (j^)  ^g  pg^  ^-j^q  1971  Strike  Settlement  agreement  to  reduce 

counseling  loads  a  formula  of  established  enrollment  divided 
by  105,    carried  to  two  decimals;  and  then  divided  by  5  and 
reported  to  the  nearest  multiple  of  0.  02  has  been  used. 

**5!c**>:<*3;«>;<:*^^      Delete   -  Samuel  Gompers  High  School  has  been  closed. 
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Duly  authorized  field  trips  are  an  integral  part  of  the 
regular  instructional  program  of  the  schools.     The  parent  or 
guardian  shall  be  notified  before  pupils  are  taken  on  field  trips. 
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Policy  Manual  p  5133 

ARTICLE  6  -  INSTRUCTION 

COORDINATION  OF  WORK  EXPERIENCE  OR  k-h   PROGRAM  - 
FUPl'L- TEACHER  RATIOS 

The  assignment  of  teachers  to  coordination  of  pupils 
employed  in  positions  approved  for  graduation  credit  (work  experience) 
is  authorized  on  the  same  basis  as  assignment  to  regular  teaching 
positions;  assignments  so  made  shall  be  included  in  computing  pupil- 
teacher  ratios  in  the  same  manner  as  regular  teaching  assignments. 
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ARTICLE  6  -  INSTRUCTION 

INSTRUCTIOIhAL  .'ARRANGEMENTS  -  ELEMENTARY  AND  SECONDARY  SCHOOLS 

TEXTBOOKS  AND  LIBRARY  BOOKS 

All  State-printed  textbooks  issued  by  the  State  and  supplied 
to  the  kindergarten  through  eighth  grades  are  the  pixjperty  of  the  State. 

All  other  books  supplied  to  the  schools  are  the  property  of 
the  School  District. 

The  books  used  shall  be  those  authorized  and  prescribed  by 
the  State  Board  of  Education  or  the  San  Francisco  Board  of  Education. 

The  Board  of  Education  has  approved  permission  to  elementary 
school  children  to  take  home  school  library  books  and  textbooks  under 
the  regulations  set  forth  herewith. 

The  administrators  of  the  schools  shall  take  proper  steps  at 
all  times  to  see  that  all  books  are  protected.   Pupils  shall  be 
required  to  replace  textbooks,  workbooks,  and  library  books  which  have 
been  mutilated,  destroyed,  or  lost,  as  provided  for  in  Section  IO606 
of  the  Education  Code. 

Pupils  shall  not  be  required  to  purchase  any  textbooks, 
supplementary  books,  or  instructional  materials  for  use  in  the  schools. 

The  teacher  shall  not  in  any  way  solicit  pupils  for  the 
purchase  of  supplementary  materials  which  would  be  used  in  any  regular 
course  of  study  subject  for  which  credit  is  given. 
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Policy  Manual  P  6136 

ARTICtE  6  -  INSTRUCTION 

HOMEWORK 

1.  Elementary  School.  Home  study  is  scheduled  as  psurt  of 
the  instructional  program  at  the  sixth  grade  level.  The  time  required 
to  complete  such  teacher- assigned  work  should  not  exceed  one  hour. 

2*  Junior  High  School.  Total  time  required  for  home  study 
of  seventh  and  eighth  grade  students  shall  not  exceed  one  and  one-half 
hours  daily,  and  of  ninth  year  students,  two  hours  daily. 

3.   Senior  High  School.  Total  time  required  for  home  study 
of  students  shall  not  exceed  two  hours  daily  at  the  tenth  and  eleventh 
grade  levels. 
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Policy  Manual  P  6lkO 

ARTICLE  6  -  INSTRUCTION 

SYSTEM-WIDE  SERVICE  -  SPECIAL  SUBJECTS 

Special  subjects  shall  include: 

1.  Art 

2.  Health,  Physical  Education,  Athletics,  and  Recreation 

3.  Home  Economics 

4.  Industrial  Arts 

5.  Music 

6.  Other  subjects  as  deemed  necessary 

Each  of  these  subjects  shall  be  in  the  charge  of  a  member 
of  the  Superintendent's  administrative  staff,  with  supervisory  and 
instructional  service  as  the  major  responsibility. 
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ARTICLE  6  -  INSTRUCTION 

SPECIAL  SUMMER  VACATION  CIASSIS 

1.  Establishment  of  Special  Summer  Vacation  Classes. 

Upon  the  recommendation  of  the  Superintendent  and 
the  approval  of  the  Board  of  Education,  special  summer  classes  and 
services  may  be  established  in  the  San  Francisco  Unified  School 
District,  subject  to  the  approval  of  the  State  Superintendent  of 
Public  Instruction,  and  in  accordance  with  the  provisions  of  the 
State  Education  Code. 

*     2.     Special  Day  High  School  Classes. 

Summer  high  school  classes  may  be  provided  for 
students  in  grades  10-12  who  are  residents  of  San  Francisco.  Enrollment 
priorities  shall  be  given  to  students  with  the  following  objectives: 

(1)  To  complete  graduation  requirements  (High  12  students 
planning  on  graduating  from  summer  school) 

(2)  To  take  enrichment  courses,  to  promote  acceleration, 
or  to  take  subjects  that  are  difficult  to  fit  into 
their  regular  programs  of  study  or  that  are  not 
available  in  their  home  schools 

(3)  To  take  special  Americanization  courses  in  English 
and  Social  Studies  (for  those  students  whose  native 
language  is  not  English  and  thus  who  are  handicapped 
in  speaking  English) 

(k)     To  make  up  high  school  failures 

(5)  To  raise  low  grades  by  repeating  courses  for  no 
additional  credit 

3.  Teacher  Personnel  Special  Summer  Classes 

A  system  of  rotation  in  appointing  teacher  personnel  for 
special  summer  classes  shall  be  followed  where  feasible. 


*  Revision  recommended  Subject  No.  3 
Superintendent ' s  Report .  Approved 
Board  of  Education  Resolution  #63-15S3 
adopted  March  15,  I966 
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1.  Full-time  Attendance. 

The  John  A.    O'Connell  School  of  Technology  is  a  three 
year  senior  high  school  with  a  special  emphasis  on  vocational  education. 
The  school  operates  under  the  regulations  of  the  San  Francisco  Board 
of  Education  and  in  conformity  with  the  California  Plan  for  Vocational 
Education.      Basically  the  program  consists  of  a  day  high  school  for 
those  students  who  desire  to  obtain  a  high  school  diplonaa  and  follo'w 
a  vocational  course  of  study  which  will  assist  them  in  entering  a  trade. 

2.  Part-time  Attendance. 

Students  who  are  16  years  of  age  or  over  and  w^ho  are 
regularly  enrolled  in  other  senior  high  schools  in  San  Francisco  and 
who  can  profit  from  the  instruction  offered  may  attend  the  three  hour 
morning  or  afternoon  vocational  shop  courses. 

3.  Adults. 

Adult  students  are  also  admitted  in  order  to 

a.  obtain  a  high  school  diploma  with  emphasis  on 
pre-employment  training,    or 

b,  to  receive  instruction  in  related  classes  for 
specific  apprenticeship  programs.     Certain  post- 
high  school  classes  are  organized  as  trade  extension 
programs  for  adults  who  wish  to  further  their 
education  in  trade  and  industrial  subjects,    and  other 
classes  are  organized  for  pre-employment  training. 


ig^l  HISTORY/AUTHORIZATION 

Adopted:     Resolution  #35-29S-p  10,    May  29,    1973 
Revised:     Resolution  #35-29S-p  10,    May  29,    1973 
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